DOCOHBHI BBSniE 



ED 125 107 

TITLE 

IHSTITOTIOH 



POB DATE 
HOTE 

ITAILABLE FBOH 



EDBS FBICE 
DESCBIPTOBS 



IDENTIFIEBS 



11 008 434 

Administration of the School District Budget. School 
Easiness Adainistration Poblication Bo. 7. 
California Association of School Bosiness Officials, 
Sacrai«ento. ; California State Dept. of Edocation, 
Sacraiento. Bureao of Hanageient Services. 
75 

61p.; Soae charts may be larginally legible dae to 
siall type 

Bnreau of Poblications Sales, California State 
Departient of Edocation, P.O. Box 271, Sacraiento, 
California 95802 ($1.75) 

BP-$0*33 HC-$3.50 Plus Postage. 
♦Budgeting; Budgets; Educational Accountability ; 
♦Educational Finance; Educational Legislation^; Legal 
Besponsibility; Haster Plans; floney Hanageaeiit; 
School Accounting; ^School Adainistration; School 
Coiiunity Belationship; ^School Districts; School 
Lav; School Planning; State Legislation 
♦California 



ABSIBACT 

AdainistratiTe procedures for the state of California 
are presented in this aanual. The basic legal reguireients that lust 
be obserTed in preparing and adopting a budget are suiaarized and 
factors that influence expenditures in planning a long-range budget 
are listed. Steps are outlined for developing the general fund 
budget, special funds budgets, and aaintaining budgetary control. The 
role of the business official and several alternative sethods of 
giving budget information to the public are presented. (HLP) 



♦ Documents acquired by ERIC include many informal unpublished * 

♦ materials net available from other sources. EBIC makes every effort ♦ 

♦ to obtain the best copy available, nevertheless, items of marginal ♦ 

♦ reproducibility are often encountered and this affects the quality ♦ 

♦ of the microfiche and hardcopy reproductions EBIC makes available * 

♦ via the ERIC Document Beproduction Service (EDBS) . EDBS is not ♦ 

♦ responsible for the quality of the original document. Reproductions ♦ 

♦ supplied by EDBS are the best that can be made from the original. ♦ 
♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 



ERLC 




<3 




ADMINISTRATION 
of the SCHOOL 
DISTRICT 
BUDGET 



SCHOOL BUSINESS ADMINISTRATK 
PUBLICATION NO. 7 



CALIFORNIA STATE DEPARTMENT OF EDUCATION 
Wil^tw^Riles, Superintendent of Public Instruction 
Sacraniento, 1975 



ADMINISTRAnON 
OF THE SCHOOL 
DISTRICT BUDGET 



19^ EDITION 



Prepared under the direction of the 
Bureau of Management Servicai 

With the cooperation of the 

Caiifomia Anodation of School Butineis Officials 



Copies of this publication are available for $1.75, plus 11 cents sales 
tax for California residents, from Bureau of Publications Sales, 
California State Department of Education, P.O. Box 271, Sacra- 
mento, CA 95802. A list of other publications which are available 
from the Department, Selected PublicMtions of the Cafifornie Stete 
Department of Education, may be obtained by writing to the same 
address. 



This publication, which was edited end prepared for photo-offset 
productron by the Bureau of Puijiications, California State 
Department of Education, was published by the Department, 
721 Capitol Mall, Sacramento, CA 95814. 

Printed by the Office of State Printing 
and distributed under tne provisions of 
the Library Distribution Act 

i975 



Foreword 



The budgets adopted for our schools identify the attitudes our communities have for the 
education of their children. The manner in which we in public education administer such 
budgets reflects our respect for the decisions of the communities we serve. The key in the 
adoption process is ATTITUDE; if the attitude has grown out of an understanding of the 
children's needs and has been developed with kindness, integrity, and responsibility, the 
product will reflect our communities' deepest concern for human development. The key in 
the administering process is RESPECT— respect for the will of the people and the 
democratic process, respect for the decisions made, and a recognition that one of the 
greatest privileges on eai th-perhaps the greatest -is to teach children and the finest gift to 
offer is to give the effort our finest hours, our deepest love, our lasting respect. 

In April, 1971, we in California began an effort that has re'^.ulted in one of our finest 
hours in public education. And it happened because we worked together-at the state and 
local levels-to restructure our educational program from kindergarten through grade three. 
It happened because we took the attitudes of the California community regarding early 
childhood education and translated those well^xpressed ideas into a process for reform. It 
happened because we identified the resources that were needed to carry out the reform 
effort; we developed a realistic budget. And it happened because we committed our 
resources to the effort. 

For the first time in the history of California education, we provided a structure that 
captured the energies, talents, and commitments of all the parents and teachers at each 
school to make it possible for them to solve their own problems. 

We have talked about accountability for years, especially during the budget-making 
process. However, with early childhood education, we're requiring accountability at all 
levels for the first time. At the state level, our efforts have been to ensure that school plans, 
including the budgets, are truly responsive to the needs of children. At the local level, 
program expansion is the key to accountability. It is only through concrete evidence of 
success that early childhood education is expanded to new schools. Thus, participating 
schools are providing better coordinated, more effective education than has ever been the 
case on a broad scale in California schools. 

Over 1 00,000 California citizens are volunteering their services to local early childhood 
education programs; they are working with classroom teachers and principals to determine 
and meet the needs of each child. They are contributing millions of man-hours to the tasks 
of monitoring the progress of individual learning, helping those who are able to race ahead 
and those who would otherwise fall behind. Parents, teachers, school administrators, and 
school board members are working together at each school to plan the wise use of each 
taxpayer's dollar. That, to me, is the finest administration of a school district budget that 
we can hope to achieve. 

You may ask why I chose to describe the early childhood education efforts in this 
foreword to the Administration of the School District Budget. I have two reasons: First, 
because I am totally excited by what I see happening in our early childhood education 
schools, and I want to tell you about it. And second, because education budgets are made to 
help children, and I want to emphasize that point again and again and again. 



The attitudes our communities have for the education of their children are crucial, and 
the respect our school administrators have for those attitudes is critical, but the dedication 
the teacher has for the task and the love the teacher and the parents have for the child are 
the keys that make horizons in education fill up with glowing liglits. 




Superintendent of Public Instruction 
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Preface 

Our society demands the highest quality and most diversified educational offerings that 
can be made available, consistent with the funds provided from federal, state, and local 
sources. Providing quality educational programs of a diversified nature is very expensive, 
especially in these times. Therefore, it is essential that school officials use the best possible 
management techniques in providing quality programs that meet the educational needs of 
their pupils. 

The Administration of the School District Budget was first published in 1959 to help 
school officials develop budgets in response to the wishes of their communities. We are 
indebted to J. Dwight Gate, Ernest L. Lindsay, and a statewide committee of school 
administrators for their work on the first edition of this publication. The manual was revised 
in 1970, but that edition consisted mainly of an updating, with the deletion of certain 
references and examples that were no longer applicable. 

Publishing this edition of the school business administration publication culminates a 
two-year effort on the part of the Budget Committee of the California Association of 
School Pusiness Officials in cooperation with officials in the Department of Education. It is 
the resulf of the dedicated effort on the part of the committee to bring into focus not only 
the nature of the budget as a fiscal instrument of control but also the need for the 
iiivolvement of community and school resources as the district pursues the goal of practicing 
effective school management. We are grateful to the members of the committee, whose 
names appear elsewhere in this publication, for their efforts. And we wish especially to 
thank Leo Edson, Field Representative in the Bureau of Management Services, for 
coordinating t ie efforts of the committee with those of the Department of Education. 

We reconmi^t *d that this manual be on the reading list of all school district officials, 
school district governing board members, and students of school administration. 

EDWIN H. HARPER JACQUE T. ROSS 

Deputy Superintendent for Chief Division of Administrative 

Administration Services 

JACK LIEBERMANN 
Chief Bureau of Management 
Services 
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School Budget Committee of the California Association 
of School Business Officials 

Melvin J. Isenberger, Committee Giairman 

Business Manager, Monterey Peninsula Unified School District 
Arthur O. Bachelor, Assistant Ch^irtnan 

Business Manager, San RpmoH Yalley Unified School District 
Jack L. Boyd, Central Section Representative 

Assistant County Superintendent, Office of the Merced County Superintendent of 
Schools 

James V. Faletti, Northern Section Representative 

Assistant Superintendent, Business, Milpitas Unified School District 
Donald E. Moore, Sacramento Section Representative 

Assistant Superintendent and Business Manager, River Delta Joint Unified School District 
Harry G. McKinney, San Diego— Ir perial Section Representative 

Business Assistant, Santee Elementary School District 
Nick G. Parras, Southern Section Representative 

Assistant Superintendent, Business, Redondo Beach City Elementary School District 
Henry J. Moeller, Member-at-Large 

Business Manager, Manhattan Beach City Elementary School District 
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Chapter I 

Introducing the School District Budget 



The school district budget can be described as an 
expression in dollars and cents of the educational 
program that is supported by the community. As a 
fiscal document, the budget is an estimate of 
proposed expenditures and revenues for a stated 
period of time and for stated purposes. Among the 
many important functions a school district budget 
can serve are the following: 

1 . Describes the planned district educational 
program, including all support services. 

2. Outlines fiscal controls that the governing 
board of the district will employ in discharg- 
ing its responsibility for district expenditures. 

3. Informs the public of the educational pro* 
gram and the funds required for program 
operation. 

4. Makes available to the governing board and 
other agencies information that determines 
the tax rates and the subventions needed to 
support the educational program. 

Responsibility for the Budget 

The governing board of the school district i;as 
the responsibility for meeting all legal requirements 
pertaining to the development and adoption of the 
district's budget. The board should therefore have 
a detailed plan for meeting this responsibility. The 
budget plan should include (1) a comprehensive 
statement of the board's policy on all matters 
relating to the budget; (2) an outline designating 
the official assigned the major responsibility for 
compiling the budget and the lines of authority 
that wiU be followed; and (3) a detailed calendar 
for accomplishing the required work. The plan 
should be reproduced and made available to the 
members of the staff who are responsible for 
budget preparation, so that they may proceed in 
doing the work that is assigned to them. As a 
public document, the plan should be made avail- 
able to all interested parties. 



Basic Legal Requirements 

The basic legal requirements that must be 
observed in preparing and adopting a budget are as 
follows: 

1 . The California Superintendent of Public In- 
struction prescribes standard budget torms 
that show expenditure classifications and 
other data classifications required by law. 
(Education Code Section 20603) 

2. On or before July 1, the governing board of 
each school district fJiall file with the county 
superintendent of sc} '^ols a tentative budget 
on the prescribed bur jet form. (Education 
Code Section 20607 [a]) 

3. The county superintendent of schools must 
examine the tentative budget and indicate 
needed revisions. The county superintendent 
shall return the tentative budget to the 
school district on or before July IS, adding 
the information necessary to determine the 
required local taxes for the year in which the 
budget applies. (Education Code Section 
20607 [b]) 

4. Upon receipt of the tentative budget, the 
governing board shall make such ciianges as it 
deems desirable or necessary. The resultant 
document then becomes the publication 
budget and must be forwarded to the county 
superintendent of schools on or before July 
20 for pvblication. (Education Code Section 
20607 [cD 

5. With the exceptions of districts in which no 
district tax is levied and of elementary dis- 
tricts that employ only one teacher, the 
publication budget shall be published at least 
once in a newspaper in the district that has a 
general circulation within the district. If there 
is no such local newspaper in the district, the 
budget shall be published in any newspaper 
that has a general circulation in the district. 
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Publication shall occur (a) prior to adoption 
by the county superintendent of schools; and 
(b) during the last week in July. A notice that 
a public hearing is to be held before the 
governing board of the school o^strict shall 
appear in the newspa'^cr budge* publication, 
with the time and plao* of the meeting 
presented. The budget r.ay not be adopted 
until after the public hearing has been held, 
which shall occur during the first week of 
« August, except in a district that has an 
average daily attendance 0 d.a.) of more than 
200,000. (Education Cods vjction 20504) 

6. On or before August 8 (cr on or before 
August 1 0 in school districts m which there is 
an average daily attendance jf more than 
10,000), the governing board of each school 
district in which a public hearing is required 
shall adopt the budjet and shall file copies of 
the budget with the couiity superintendent of 
schools. (Education Code Section 20607 [d] ) 

7. The county superintendent shall approve for 
each school district the budgci as officially 
adopted and submitted by the district's gov- 
erning board. Moreover, not later than August 
15, the county superintendent shall file one 
copy with the county board of supervisors, 
one copy with the county auditor, and one 
copy with the Superintendent of Public In- 
struction: attached to these copies of the 
budget shall be a statement showing the 
amount ot s'iiool district taxes required by 
each district. Education Code Section 20607 
lei) 

8. The board of 5uper\ isors of each county (or 
city and county) shall sanually levy and cause 
to be collected a district tax for each school 
district whose revenue limit indicates a dis- 
trict tax to be necessary. If the board of 
supervisors fails to make this levy, then the 
levy shall be made by the county auditor. 
(Education Code sections 20902-20906) 

The major emphasis of the foregoing has been 
on the legal responsibilities of the district govern- 
ing board, county superintendent of schools, and 
other county officers in meeting deadlines and in 
preparing, examining, approving, and advertising 
the school district budget. In addition to meeting 
the legal requirements, the district governing board 
retains the responsibilities of budget preparation, 
establishment of policies on which the budget is 



based, collection and orpnization of budgetary 
data, cooperative development of the budget with 
various groups, careful study of estimated revenues 
and expenditures, and consideration of the dis- 
trict's experience aad planning over the past years. 

Development of a Budget 

The thre^ basic considerations in budget piau- 
ning are (1) the educational program ands ipport 
services; (2) the expenditures necessary to sup- 
port the recommended program; and (3) the 
sources of revenues required. Each of these con- 
siderations must be interrelated parts of a total 
plan. 

Educ&tional Program and Support Services 

Each school district has responsibility for main- 
taining the following: 

1 . An educational program that meets the mini- 
mum standards set by law 

2. Such additional programs as are desired to 
meet educational needs 

3. Those services needed to support the educa- 
tional program 

Expenditures 

The planned program of education must be 
analyzed to determine the nber of students who 
will participate and the manner in which they will 
be served. This analysis will assist the district in 
determining the costs of the staff, supplies, equip- 
ment, and facilities that will be required. In an 
analysis of any program to be offered, answers 
should be sought for questions such as the follow- 
ing: 

How many students will be enrolled? 
What staffing (salaries and benefits) will le 
needed? 

1 . Certificated 

2. Classified 

3. Other 

What materials will be needed? 

1 . Books 

2. Supplies 

3. Instructional media 

4. Replacement 

What support services will be needed? 

1. Instructional -administration 

2. Instructional-media 

3. School admini^'^ration 

4. Pupil services 
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be received from federal, state, county, and local 
sources. 

Chapter Summary 

The three basic considerations in budget making 
are (1) the educational program and its support 
services; (2) the expenditures required to operate 
the program; and (3) the revenues needed. The 
budget establishes the guidelines the district will 
follow and the level of flnancial effort required. 

The governing board of the dr Met has the legal 
responsibility for the preparation and adoption of 
a budget. The board can accomplish this responsi- 
bility by adopting a clearly defined statement of 
budgeting policy. 




5. Maintenance 

6. Operations 

7. Transportation 

8. Distiict administration 

9. Food services 

What capital outlay will be needed? >^ 

1 . Facilities 

2. Equipment 

Soufces of Revenue 

After the expenditures have been determined, 
attention should be directed to the sources from 
which the required funds may be secured. At this 
point, estimates should be made of funds that may 



ERIC 



13 



3 



Chapter II 



Planning the Long-Range Budget 



The educational program offered by a school 
district should be planned so that objectives to 
meet student needs will be attained during each 
fiscal year and so that orderly progress will be 
made in achieving long-range goals. The budget for 
th^ district should contain the provisions needed 
for both of these functions. 

In the planning of a budget to support programs 
extending over s«;veral years, it is necessary to 
determine carefully what is needed for the desired 
program. This determination can be made by 
analyzing program goals so as to ascertain the steps 
that need to be taken to accomplish those gads. 
Generally, considerations such as the following are 
involved in longH*ange program planning: 

1 . Patterns of organization 

2. Class size 

3. Curriculum offerings 

4. Curriculum support such as supplies, books, 
and audiovisual materials 

5. General supervision or special area cons Jltant 
services 

6. Special programs, such as those for the 
physically handicapped, mentally retarded, 
educationally handicapped, and mentally 
gifted 

7. Special services, such as health and guidance 
services 

A schedule should be established after the 
program goals have been analyzed and after the 
requirements for meeting them have been deter- 
mined. The schedule must clearly demonstrate the 
order in which the goals are to be achieved. 

Factors Affecting Expenditures 

Expenditures are influenced by (1) student 
population trends; (2) number, capacity, and loca- 
tion of facilities; (3) repair, preventive mainte- 
nance, and remodeling; (4) economic conditions; 
and (5) personnel policies. 



Student Popuhtion Tiends 

Changes in population present a major problem 
in budget planning, and multiyear projections of 
enrollments should therefore be considered. Data 
regarding the district's population of school-age 
and preschool children should be used in predicting 
the needs for staffing, facilities, and services. 

In any projection of school district enrollments, 
factors to be considered include (1) number of 
preschofM-age children; (2) birthrate trends; (3) 
population trends; (4) industrial and conunerdal 
developments; (5) plans for houdng developments; 
(6) plans of private schools; and (7) potential 
(*hanges in district boundaries. 

The number of preschool children in the district 
can be determined by a continuing census of the 
district. In the analysis of factors other than 
preschool children, particular attention should be 
given to locally collected data. Data can be secured 
by contactir.g those local governmental agencies 
and businesses interested in population change. For 
example, valuable information can be obtained 
from planning commissions, which base their deci- 
sions on data they collect, as well as on data 
compiled by public utilities. 

Any increase or decrease m school popiilation 
will affect many aspects of the budget. For 
example, the amounts budgeted for teachers' sal- 
aries, retirement contributions, and supplies will 
change as enrollment changes. On the other hand, 
amounts budgeted for custodial and maintenance 
services may not change in direct proportion to 
enrollment. 

The number of employees needed will be deter- 
mined by student population trends and by the 
extent to which programs are expanded, main- 
tained, or curtailed. However, the type and extent 
of some support services may be determined more, 
by the educational program than by strident 
population. 
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Number, Capacity, tnd Location of Facilities 

School population projections provide the basis 
for determining the extent and timing of the build* 
ing program or of closure of facilities. Long-range 
planning is essential in meeting the need for sites 
and strategically located facilities of adequate size. 

The budgeting process should involve consider- 
ation of two types of problems connected with 
facility needs— nonrecurring costs and recurring 
costs. Typical nonrecurring costs include staff and 
consultant time for (1) planning the construction 
or closing of schools; (2) bond elections and bond 
sales; (3) purchase or sales of facilities or sites; and 

(4) purchase, disposal, or redistribution of equip- 
ment, supplies, books, and so forth. Typical 
recurring costs include ( 1 ) staff salaries and bene- 
fits; (2) supplies; (3) utilities; (4) maintenance; and 

(5) insurance. 

Repair, Preventive Maintenance, and Remodeling 

A systematic program of repair, preventive 
maintenance, and remodeling of district buildings 
and equipment is essential. The program should be 
carried out on a multiyear schedule and should 
provide for improving, repairing, and remodeling 
existing physical plants as needs become apparent. 
J Schedules for the maintenance and replacement 
of equipment must be established to ^/oid serious 
financial impacts. The useful life of equipment can 
be predetermined, and equipment should corre- 
spondingly be replaced on a long-term scheduled 
basis. 

Economic Conditions 

Predictions of economic trends are difficult to 
make; yet, budget planners need to consider care- 
fully the trends in cost indices so that the district 
will not be suddenly faced with the problem of 
expenditures exceeding available resources. The 
final step in planning is to forecast prioritized 
needs within the financial resources that will be 
available. 

Penonnel Policies 

The importance of the governing board's policies 
regarding personnel is emphasized by the fact that 
salaries and related benefits constitute the major 
part of the district's operating expense. An analysis 
of the effect on future budgets of policies regard- 
ing salaries and related benefits is exceedingly 
important. 



Budget requirements, both current and long- 
range, must include provisions for such personnel 
items as (1) salaries; (2) retirement; (3) health and 
welfare benefits; (4) sick leave; (S) other leaves and 
benefits; and (6) inservice training. 

Factors Affecting Income 

When expenditure requirements have been deter- 
mined, an analysis must be made of the district's 
ability to finance the proposed educational pro- 
gram. Long-range piedictions of income must be 
undertaken to indicate (1) the feasibility of the 
program objectives under the existing pattern of 
financial resources; or (2) the need for planning 
changes in the financial program of the district to 
secure the funds required for the educational 
program; or (3) the need for planning changes in 
the educational program; or (4) the need for 
changing both the finandal and the educational 
programs. 

Districts may find it difficult to establish a 
long-range plan until the income pattern has been 
established. It is essential that at an early point the 
governing boards, administrators, and staff recog- 
nize the necessity for appropriate financial support 
in the planning program and be sensitive to the 
co'i^^raints imposed by the following sources of 
revt .ae: (1) federal; (2) state; (3) county; (4) 
local; and (S) miscellaneous. 

Note: State apportionments and local taxes art gov- 
erned by application of revenue limit calculations in 
accordance with SB 90 and A B 1267. 

Federal Revenue 

Fedend funds are available under certain condi- 
tions for current operations, special projects, 
school construction, and equipping of school facil- 
ities. Federal income may be received by districts 
directly or through state, county, or local agencies. 
The possibilities for continued availability of fed- 
eral support must be considered in budget plan- 
ning. 

State Revenue 

Forecasts of financial assistance from the State 
School Fund are dependent primarily on the 
accuracy of actual and projected average daily 
attendance and estimated assessed valuation. These 
are the two major variables with which the 
principal apportioiunent (basic plus equalization 
aid) is calculated. 
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Special-purpose apportionments are available to 
assist in financing such programs as driver training, 
mentally gifted, mentally retarded, educationally 
handicapped, physically handicapped, and trans- 
portation. 

Special state allowances are available for such 
programs as elementary reading, instructional tele- 
vision, special teacher employment, demonstra- 
tions in reading and mathematics, early childhood 
education, and educationally disadvantaged youth. 

Under certain conditions, state aid is available 
for other purposes, such as building programs and 
child development centers. Long-range planning 
will help to indicate the time when a district may 
qualify for these funds. The amount allocated to 
local districts is dependent on actions taken by the 
California Legislature and voter approval of state- 
wide issues. 

County Revenue 

Counties levy taxes or fees on solvent credits, 
trailer coaches, aircraft, livestock, and so forth. 
Additional county revenue may come from com- 
munity college tuition tax, equalization aid offset 
tax, and so forth. Part of these revenues is 
apportioned to school districts within the county. 

Local Revenue 

Local taxes are the most immediate concern of 
school board members, school administrators, and 
district voters. The growing need for taxes to 
support city, county, state, and federal govern- 
ment, as well as school districts and special 
districts, places additional emphasis on the need 
for long-range planning. Accordingly, the school 



and community should work cooperatively in 
developing a planned educational program that will 
be adequate to meet student needs. As planning 
progresses, school and community should be aware 
of the need for facilities and the resulting taxes 
that may be required. 

Miscellaneous Revenue 

Examples of miscellaneous income are adult 
education fees, interest earned on deposits and 
investments of the school district, tuition derived 
from interdistrict contracts, and special foundation 
or subsidy support from private agencies. 

Chapter Summary 

Developing the school budget for each fiscal 
year should be regarded as one step toward 
attaining the goals set for the long-range educa- 
tional program. In long-range budget planning, as 
in annual budget planning, three factors are 
involved: the educational program, expenditures, 
and revenue. Those responsible for the long-range 
planning of the educational program should set 
goals and establish priorities. Consideration of 
expenditures on a long-range basis will bring the 
following into focus: (1) population trends; (2) the 
effects of school population changes on current 
operation and on the building program; (3) 
improvements and changes to be made in the 
educational program; (4) the budget period under 
consideration; (S) personnel requirements, inMuding 
salary schedules and accompanying ''fringe bene- 
fits"; and (6) requirements for inservice training 
programs. 
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Chapter III 



Developing the General Fund Budget 



The General Fund can be described as being 
those resources available to finance the educational 
and support programs of the district. (The General 
Fund does not include special funds that are for 
specific purposes [see Chapter V].) The General 
Fund budget is a record of the planned expenditure 
of the available resources. 

Expenditure Plan 

In Chapter I the need to analyze the educational 
program and support services in order to conduct 
proper budget planning was presented. Such an 
analysis requires the budget planner to identify 
resource needs in terms of (1) the number of 
students to be served; (2) the number of staff 
required; (3) the type and quantity of materials, 
services, and facilities needed; and (4) the support 
services involved in supplementing the program. 
Once these factors have been identified, the budget 
planner must convert the resource needs into an 
expenditure plan expressed in terms of monetary 
appropriations. 

Appropriations must be made on at least two 
bases-expenditure of objects and expenditure of 
programs. The two bases are described in the 
California School Accounting Manual, ^ The extent 
to which a district goes beyond the required 
minimum levels of expenditure planning and bud- 
geting remains a matter of local determination. 
Appropriations must be by objects of expenditure 
to facilitate expenditure planning by programs. 
Such an approach provides basic planning data, 
proper budget control bases, and a format for 
minimum expenditure reporting. 



^ California School Accounting Manual School Business Admin- 
isUation Publication No. 8. Sacramento: California State Depart- 
ment of Education, 1973. 



Expmditufet by Object 

There are seven major object of expenditure 
classifications: 

1 . Certificated salaries 

2. Classified salaries 

3. Employee benefits 

4. Replacement of books, supplies, and equip- 
ment 

5. Contracted services and other expense 

6. Capital outlay 

7. Other outgo 

An appropriation category for contingencies is 
discussed in *The Balancing of Expenditures and 
Revenues,*' pages 13 and 14. 

Budget guidelines should be established through 
board policy to achieve proper expenditure appro- 
priations. Examples of such guidelines include the 
following: 

1 . Staffing ratios 
a. Certificated 

1) Pupil-teacher 

a) Kindergarten 

b) Primary grades 

c) Middle grades 

d) Secondary grades 

2) School administration 

a) Principal 

b) Vice-principal 

c) Assistant principal 

d) Deans 

3) Supervisors 

a) Directors 

b) Coordinators 

c) Consultants 

d) Special subject supervisors 

4) Librarians 

5) Pupil welfare 

a) Counselors 

b) Social workers 

c) Psychologists 
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d) Nurses 

e) Other health personnel 

b. Qassified 

1) Aides 

2) Administrators 

3) Qcrical 

a) School clerical 

b) Administrative clerical 

4) Maintenance 

5) Operations 

a) Custodians 

b) Grounds 

6) Food service 

7) Transportation 

8) Other classifled 

c. Special education 

2. Salary schedules (should be determined after 
assessment of financial rc>c urces and staffing 
needs) 

3. Employee benefit program 

a. Required (types and contributions estab- 
lished by law) 

1) State Teachers' Retirement System 
(STRS) 

2) Public Employees' Retirement System 
(PERS) 

3) Old Age, Survivors, Disability, and 
Health Insurance (OASDHI) 

4) Workmen's compensation insurance 

5) Unemployment insuiance 

b. Optional (e.g., health and welfare) 

1) Fully paid 

2) Partially paid 

4. Allocation ratios 

a. Books 

b. Supplies 

c. Instructional media 

d. Field trips 

e. Equipment replacement 

f. New equipment 

g. Adriinistrative supplies 

h. Contracted services 

i. Other supplies or services 

5. Support programs 

a. Instructional administration 

b. Instructional media 

c. School administration 

d. Pupil services 

1) Counseling 

2) Health 

3) Guidance 



e. District administration 

f. Maintenance 

g. Operations 

h. Transportation 
6. Auxiliary programs 

a. Community services 

1) Civic center 

2) Recreation 

b. Food services 

c. Facilities 

Expenditures by Program 

There are four major program reporting levels 
required in the California School Accounting 
AfflAiuoZ-Instructional, Support Services, Auxiliary, 
and Other Outgo. Each of these programs may 
have numerous subclassifications. 

Estimates of Revenue 

Local taxes and state apportionments are the 
two main sources of revenue. (A plan of expendi- 
tures and the availability of funds were examined 
in the preceding chapters.) Assistance in exploring 
the various possible sources of income is available 
from the office of the county superintendent of 
schools. In 1972-73, legislation provided for 
income limitations based on local and state 
sources, fhe county superintendent was required 
to compute each district's 1972-73 revenue base, 
the 1973-74 revenue limit, and the tax rate. In 
each succeeding year, the superintendent is 
required to compute the revenue limit for each 
district in the county. 
Revenue Base per A.D.A. for 1972-73 

Tm 1972-73 revenue base was determined by 
specified local tax revenue, areawide and equaliza- 
tion aid offset tax income, tuition, and state aid. 
The total revenue from these sources was divided 
by the 1972-73 second-period foundation-program- 
apportionment average daily attendance (a.d.a.) to 
calculate a 1972-73 base revenue per a.d.a. The 
adjusted 1972-73 revenue base per a.d.a. will serve 
as the basis for projecting the revenue limit for 
1973-74 and future years. 

Revenue Limit Income 

The revenue limit per a.d.a. is made up of 
foundation program apportionments, equalization 
aid offset income, secured income, unsecured 
income, and prior-year tax income. After the base 
revenue limit per a.d.a. for the budget year has 
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been determined, it is necessary to estimate the 
second-period foundation program apportionment 
a.d.a. for the budget year. The revenue limit per 
a.d.a. is multiplied by the estimated a.d.a. to 
determine the budget year computation. 

If the revenue limit per a.d.a. is less than the 
computed foundation program apportionment, an 
additional adjustment may be made to determine 
the budget year revenue limit. Additional adjust* 
ments should be made for declining enrollmfnt, 
additional tuition costs or credits, voted change in 
the revenue limit, and contributions to the State 
Teachers' Retirement System. 

At the close of a budget year, the actual 
second*period a.d.a. and actual collections are 
entered in the same formula. If collections in 
excess of those earned are received, the amount of 
the overcollection is deducted from the following 
budget year's revenue limit. Correspondingly, if 
collections were not as great as the amount earned, 
the deficiency may be added to the following 
year's revenue limit. Instructions and exhibits for 
the revenue limit calculation and adjustments are 
provided to districts and county superintendents 
by the Bureau of School Apportionments and 
Reports, State Department of Education. 

Local Tax Income 

A wide diversity exists in the propoition of local 
tax income to total income among school districts 
in California. Some districts derive the major part 
of their income from local taxes; other districts 
derive their major support from federal sources and 
state apportionments. The amount of total revenue 
limit from local taxes depends on the revenue limit 
calculations less state apportionments. This calcula- 
tion will include consideration of the following tax 
sources: secured, unsecured, prior years, areawide, 
and equalization offset. Additional tax revenue for 
specific purposes may be generated by permissive 
override taxes. 

The Education Code requires that certain mini- 
mum local taxes be levied in order for a district to 
qualify for equalization aid. In some instances this 
may cause more revenue to be raised than is 
normally permitted under the revenue limit. The 
assessed valuation of all secured property within a 
district is the base on which the district tax rate is 
determined. A variation in assessed valuation does 
not affect total revenue limit, only the tax rate. 

All counties use the same ratio of assessed value 
to true market value, but because of assessment 



practices, this ratio may vary. Because of this 
variation, an equalizing factor known as the 
"Collier Factor" is applied. The loss of state 
apportionment income due to the Collier Factor Li 
offset t y the levy of an equalization aid offset tax 
by the county. 

State Apportionments 

State revenues include apportionments for the 
foundation program, special education, special* 
purpose apportionments, and special allowances. 

Foundation program apportionments. The foun- 
dation program apportionment is based on the 
average daily attendance of the current year and is 
for many districts the largest single source of 
income. ndation program apportionments are 
derived from a foundation program to which the 
district and the state contribute. The foundation 
program represents a basic educational program 
expressed m dollars per unit of average daily 
attendance. Toward this foundation program the 
district may contribute an amount known as 
district aid, which is determined by a computa- 
tional tax rate. Through the foundation program, 
the state contributes basic aid to all districts. If 
basic aid is not sufficient (together with the 
computed district aid) to meet the level of the 
foundation program, state equalization aid pro- 
vides the difference. 

Special education allowances. The district cost 
of providing special education classes and programs 
is met, partially or fully, by allowances from the 
state. Per-unit allowances are provided for such 
programs as the following: 

Educationally handicapped 

Mentally gifted 

Educable mentally retarded 

Physically handicapped 

Trainable mentally retarded 

Educationally disadvantaged 

Transportation of handicapped pupils 

Special-purpose apportionments. State special- 
purpose apportionments are available for driver 
training and for pupil transportation between 
home and regular day schools. The community 
colleges may secure special-purpose apportion- 
ments for programs for the educationally disadvan- 
taged and for early childhood development. 
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Special allowances. A partial list of special 
allowances from the state is as follows: 

Basic Reading Act of 1965 (Miller-Unruh) 

Instructional television 

Early childhood education 

Educationally disadvantaged 

Miller Mathematics Improvement Programs 

Instructional materials (elementary only) 

Reimbursement for state-mandated programs 

Bilingual education 

Special teacher employment 

Tax reUcf subventions 

Open space subvention 

A complete Ust of sources of state income is 
presented in the California School Accounting 
Manual. 

Other Sources of Revenue 

Sources ether than local taxes and state appor- 
tionments from which certain school districts may 
receive revenue in sizable amounts include federal 
aid, county aid, and tuition. 

Federal aid. The federal government has for 
many years provided aid to school districts in 
special fields of education. First to receive aid were 
programs in agriculture and home economics. 
Some of the funds the federal government has 
provided in recent years have been for the follow- 
ing purposes: 

1 . Aid schools in federally affected areas 
(Public Law 81 5 and Public Law 874). 

2. Improve the preparation of students in 
critically needed specialties (National 
Defense Education Act). 

3. Fight the effects of poverty (Public Law 
89-10). 

4. Train and hire the unemployed. 

5. Eliminate or reduce special problems rela- 
tive to national goals. 

6. Educate children with handicaps. 

7. Educate children of migrant parents and 
children with special needs resulting from 
neglect. 

8. Aid teacher training and development. 

9. Provide programs in bilingual education. 
1 0. Provide vocational education courses. 

In addition to funding for the preceding, com- 
munity colleges can secure federal aid for the 
following purposes: 



1 . Instructional programs for veterans as 
authorized by Title X of the Higher Educa- 
tion Act of 1965 

2. Financial aid to students 

a. Work-study program 

b. Supplemental educational opportunity 
grants 

c. National direct student loans 

d. Basic educational opportunity grants 

e. Nursing student scholarship and loan 
program 

It should be noted that most federal assistance is 
from categorical aid programs wherein revenue 
received must be used for specific purposes within 
specified time limits. All districts should investigate 
the possibilities of obtaining additional income 
allocated under federal law. Assistance in examin- 
ing the possibilities of federal funding is available 
from the office of the county superintendent of 
schools, the State Department of Education, and 
the Office of the Chancellor of the Community 
Colleges. 

Income from county sources. Income from 
county sources is of the following types: 

1 . Taxes on solvent credits 

2. Trailer coach fees 

3. In-Ueu taxes 

4. Aircraft taxes 

5. Highway rentals 

6. Equalization offset credit 

7. Head tax on livestock 

8. Tuition 

9. Contract services (County School Service 
Fund) 

1 0. Miscellaneous 

Tuition. A school district may receive tuition 
payments from another school district. When a 
district has students from another district, a.d.a. 
may be credited to, and payment received from, 
the district of residence. 

An alternative method of crediting the equiva- 
lent of the a.d.a. apportionment to the district of 
attendance may be exercised. State apportionment 
will be made according to the method of crediting 
a.d.a. that is agreed to by the districts involved and 
that is recorded on the attendance reports filed 
with the state. 

The district with special education students 
from another district can choose the payment 
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method. However, if the district of residence is 
being charged "tuition," the calculation of the 
tuition cannot exceed the cost of the special 
program le:^ the special state allowances that are 
credited to the district of attendance. 

A written agreement must be prepared which 
describes the terms of the interdistrict arrange- 
ment. Special attention should be given to Educa- 
tion Code sections 10801.1, 1080S, 10813, and 
10813.2, as modified by AB 2726 of 1974, when 
preparing the agreement. These code sections set 
the legal limits of liability between districts and the 
methods of crediting and receiving credit for 
out-of-district students. 

Miscellaneous revenue. To complete the budget- 
ing of all sources of revenue, school districts should 
estimate any probable income from such sources as 
the sale of property, insurance indemnities, interest 
income, in-lieu taxes (except federal in-lieu taxes), 
bonuses, royalties, rentals, and miscellaneous fees 
of all types (such as fines, gifts, contributions, and 
income from district property). 

Responsibilities for Estimating Revenue 

Determining revenues accruing to a school dis- 
trict during the coming budget year is a difflcult 
task. It is important that no source of income be 
overlooked and that each source be carefully 
estimated. A school district's flrst source of infor- 
mation and help in this situation is the offlce of 
the county superintendent of schools. One of the 
many important services this offlce renders to 
school districts is helping them solve their budget- 
ary and other flnancial problems. Nevertheless, the 
school district has full responsibility for the prepa- 
ration of its budget. 

The Balancing of Expenditures and Revenues 

When revenue from all so?irces has been esti- 
mated, the next step in budget preparation is to 
balance proposed expenditures and estimated 
income. TTie budget planner will at this point know 
both the amount of money needed to operate the 
district's programs for the budget period and the 
amount of revenue that can reasonably be 
expected from all sources available to the district. 
However, balancing expenditures and income may 
require adjustments in the planned expenditures. 
Issues upon which there is need for further study 
and decisions must be identifled. The policies of 



the governing board will be helpful in making these 
decisions. 

The governing board may choose to revise a 
policy or suspend a policy for the year to meet 
budget requirements, or new policies may need to 
be enacted. It is preferable to suspend a policy 
(such as one stating intent to reroof buildings every 
twelfth year) for a year than to ignore it. Policy 
suspensions, revisions, or enactments identify 
potential budget hazards that may require the use 
of contingency appropriations. 

When there are no policies that apply, use 
should be made of priority ratings to determine 
what revisions may be made in the expenditures 
(and possibly what items might be eliminated). If 
priority ratings have not been used in the develop- 
ment of the budget, then the district must at this 
time determine the levels of necessity of the 
various proposed expenditure items. Tl\e district 
must decide which expenditures can be postponed 
for a year and which expenditures can be decreased 
to effect economies. The rating of items should be 
done through conferences in cooperation with the 
members of the staffs concerned. When funds are 
insuffldent, the governing board must take steps to 
obtain suffldent funds for meeting future budget 
requirements or must effect program cuts to 
balance expenditures in accordance with the 
income available. 

In the process of balancing the budget, the 
matter of reserves must be taken into consider- 
ation. The law states that school district budgets in 
California may contain amounts known as the 
General Reserve and the Appropriation for Contin- 
gendes (Education Code sections 20604 and 
20605). 

General Reserve 

The purpose of the General Reserve is to enable 
a district to meet its financial obligations during 
the period immediately following June 30 until 
antidpated revenues for the new flscal year are 
available to the district. School districts begin to 
receive General Reserve apportionments in July. 
Since most revenues from locil taxes are not 
available to the district until December, a period of 
time exists in which expenditures for maintenance, 
recreation, equipment, salaries, and summer school 
programs must be made from funds provided for in 
the General Reserve and from advanced state 
apportionment. 
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Districts that receive a large portion of their 
foundation program through equalization aid will 
realize significant advance apportionments. Dis- 
tricts that receive most of their revenue from local 
sources (such as basic-aid districts) may need to 
maintain a large General Reserve to cover their 
needs until local taxes are received. 

In some counties, districts may request loans 
from the county treasury in anticipation of tax 
receipts. This loan is typically not available until 
after the tax rates are set in August; therefore, 
these districts still need to provide for several 
months of operation through the General Reserve. 
(Caution: If borrowing of funds is anticipated, a 
reduction of interest income may occur and should 
be reflected in the interest income account.) 

In determining the General Reserve needed, a 
district should consider its experience during the 
preceding years and the changes that will be 
brought about by provisions of the budget under 
preparation. The district should always estimate as 
closely as possible its total needs and the appor- 
tionments to be received early in the year. An 
amount the governing board deems sufficient for 
iise in the next succeeding year should be budgeted 
to meet the district's cash requirements until 
adequate local and state funds are available. It 
must be kept in mind that the monies budgeted to 
the General Reserve are not available during the 
current fiscal year. 

Appropriation for Contingencies 

The Appropriation for Contingencies (formerly 
called the Undistributed Reserve) is established to 
provide for unforeseen problems and emergencies 
that may arise during the year. Proper use of this 
account is preferable to "padding of the budget," 
which is indicative of poor budgetary management. 

Appropriation for Contingencies (in the com- 
munity colleges referred to as Unappropriated 



Fund Balance) may be further delineated as 
"designated" and "undesignated." 

Designated Contingency refers to those aspects 
of the budgeted expenditures that are district 
commitments, whether or not the funding 
resources become available (e.g., salaries related to 
a.d.a. growth. Public Law 874 losses, and expendi- 
tures for special programs for which the funding 
approval has not been received). 

Undesignated Contingency is a category for 
appropriating reserves to cover needs that caimot 
be identified in advance. Because of the nature of 
this reserve, its size should bear a relationship to 
the future needs of the district. 

Action on the Budget 

The formal approval of the budget by the 
district's governing board must be obtained when 
the procei^s of balancing the planned expenditures 
and the estimated revenues has been completed. 
The budget is presented to the governing board 
together with a formal letter of transmittal; this 
letter is an important document in the budgetary 
process. In the letter the district superintendent 
should present for formal record the basic consid- 
erations on which the budget was based, the 
reasons for suggesting any important changes from 
previous practices in the district, and a picture of 
what the budget means in terms of the next year's 
school experiences for the children of the 
community. 

Chapter Summary 
This chapter presents those procedures that 
will assist persons develop the school district 
budget. The information in this chapter should be 
used as a supplement to the requirements pre- 
scribed in the Education Code and the California 
School Accounting Manuu 
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Chapter IV 

Maintaining Budgetary Control 



The school district budget is the projection of 
revenues and the guide for expenditures that have 
been approved for support of the proposed educa- 
tional program. The school business official must 
understand the various legal and fiscal controls 
available for administering a budget ann must 
ensure that they are correctly used. In this way the 
business official can fulfill the responsibility for 
determining that the monies received are expended 
for the approved educational program. 

Role of the Business Official 

The role of the business official in maintaining 
budget control will vary from district to district. In 
a highly centralized district, the official may be the 
final authority. In other districts, the official may 
be an adviser to another administrative officer who 
has the ultimate authority. 

In recent years, there has been a trend in 
districts toward decentralization, with expenditure 
authority established at the site level. The role of 
the business official in such districts becomes one 
of expediter of financial information-a counselor, 
not a critic. The business official still has the 
responsibility to maintain proper records and to 
advise other central administrative personnel of the 
financial position of the district. 

The business officiafs role is one of advising the 
superintendent, the assistant superintendent, the 
building principal, and others of any conditions 
that may affect the financial position of the 
district. There is increasing demand for more 
timely and accurate reports and for accurate 
projections of future financial conditions. 

Accurate projections are vital to budget control. 
During the course of the fiscal year, the business 
official must analyze revenue projections as well as 
expenditure projections. When updated revenue 
projections are less than budgeted amounts, recom- 
mendations must be made for resolving the imbal- 
ance. The proficient business official will recognize 



that revenue controls are as important as expendi- 
ture controls. 

Legal Controls on the Budget 

Education Code Section 20951 requires that 
expenditures must not exceed the amount bud- 
geted in the major expenditure classifications. 
However, under certain conditions budget transfers 
can be made. 

Budget Transfers Between Expendituie Clutificatiom 

Education Code Section 20951 provides that 
transfers between expenditure classifications in the 
school budget may be made by boards of educa- 
tion. Transfers may be made by school districts 
governed by a board of trustees only when 
approved by the county superintendent of schools. 

Budget Tnuisfen from the 
Appropriation for Contingencies 

Education Code Section 20951 provides that 
transfers may be made from the Appropriation for 
Contingencies by boards of education. Transfers 
may be made by school districts governed by a 
board of trustees only when approved by the 
county superintendent of schools. Transfers from 
the Appropriation for Contingencies require 
approval of two-thirds of the members of the 
governing board (board of education or beard of 
trustees). 

Budget Transfers it Year*End 

Education Code Section 20952 provides that at 
the end of the fiscal yt^ar, the governing board may 
adopt a resolution that allows the county superin- 
tendent, when necessary, to (1) permit payments 
of obligations that exceed the amount budgeted in 
an expenditure classification; and (2) transfer 
funds from the Appropriation for Contingencies to 
any expenditure classification or between expendi- 
ture classifications. 
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Use of Unbudgeted Revenue 

Education Code Section 20953 allows the dis- 
trict governing board to use unbudgeted revenue 
provided from any source other than local prop- 
crty taxe? or apportionments from the Staie 
School Fund. Use of unbudgeted revenues can be 
done without publication but must be decided by a 
majority vote of the governing board and must 
have the approval of the county superintendent of 
schools. 

Increases in budgeted apportionments from the 
State School Fund received for th^ average daily 
attendance of pupils in special programs financed 
by categorical aid from federal or other govern* 
mental sources may be used by the governing 
bovd with approval of the county supt. Intendent 
of schools. 

If total revenue (incluuing local property taxes 
and State School Fund revciiue) is assured to be 
received in excess of the total revenue amount, the 
excess may be budgeted by the following procedure: 

1. The governing board adopts a resolution 
listing the expenditure need by major classifi- 
cations and tliC excess revenue assured to be 
received. 

2. The resolution is submitted to the county 
superintendent of schools, and the budget 
shall be adjusted upon approval of the resolu- 
tion by the county superintendent. (Educa- 
tion Code Section 21001 requires that the 
county superintendent approve any resolution 
for appropriating unbudgeted revenue received 
from federal or state sources for emergency 
needs.) 

3. If the amount listed in the resolution is in 
excess of $1,000, the resolution shall be 
published in the same manner the regular 
school budget is published, and the budget 
shall be adjusted following publication. 

Expenditure Control 

The purpose of expenditure control is to be able 
to ascertain, at any point during the year, the 
financial status of the district and to be able to 
project, with a reasonable degree of accuracy, the 
financial condition of the district. 

There are two prinuuy bases for expenditure 
control: (1) by object; and (2) by program. In 
addition, a district may utilize other bases (site, 
department, and so forth) for control purposes; 
but since minimal state reporting currentiy requires 
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data by object and by program, these formats 
provide a logical base for expenditure control. 

Expenditure Control by Object 

The two general types of object expenditure, 
each of which must be controlled in separate ways, 
are salary accounts and nonsalary accounts. 

Salary accounts. Inasmuch as personnel and 
personnel*related costs comprise 80 to 90 percent 
of most district budgets, accurate expenditure 
control of salary accounts is essential. Sudi control 
may be exerted by means of personnel position 
allocations, by salary allocation control, or by a 
combination of both. 

1 . Personnel position allocation 

An adequate system for determining, record- 
ing, and reporting personnel position status 
is one of the most important expenditure 
control procedures available to a district. This 
procedure should be assigned to a responsible 
administrator at the district level. A personnel 
position system can be integrated proce- 
durally into a total personnel system that 
begins with employment and follows through 
to expenditure distribution. 

2. Salary allocation control 

In consideration of salary accounts, control is 
exerted in the 1000 and 2000 account series. 
Regular salaries, both full- and part-time, 
should be encumbered for the year at the 
time of employment. A method of liquidating 
encumbered salaries and charging monthly 
salaries should be established. (Refer to the 
California School Accounting Manual for 
accounting and encumbrance procedures.) 

Substitute, hourly, and overtime salaries need 
not be encumbered but should be expense 
items at the time of payment. The business 
office should review this type of expenditure 
and establish procedures for projecting antidi, 
pated costs. 

Nonsalary accounts. Wherever possible, non- 
salary accounts should be encumbered as soon as 
possible and a method of liquidating encumbrances 
should be developed. 

Expenditure Control by Program 

An adequate means of achieving control by 
program is accomplished by keeping a record of 
objects of expense within programs. A second 
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• approach would be to maintain program control 
through means of subaccounts to the objects of 
expense. Still other districts, with computer capa- 
bility, would be able to maintain control by 
program through proper iequencing of report 
format. 

Revenue Control 

Control (review) of the revenue budget as Anally 
prepared and recorded on Form J-41-B (Annual 
Budget Report) is essential. The difference between 
budgeted and actual revenue may be significant. It is 
recommended that timely and thorough reviews be 
made throughout the fiscal year. 

Revenue Limit 

The revenue limit calculation in most districts 
accounts for over 90 percent of General Fund 
revenue. For this reason an analysis of revenue 
limit income must be included in the total review. 

October Review of Revenue Limit 

The October revenue limit review is most likely 
recalculated with enrollment data only. Actual 
summer school a.d.a. can be verified and should be 
used. The business official should determine 

• whether or not actual enrollment varies signifi- 
cantly from that previously estimated. Expenditure 
adjustments may be necessary at the time of the 
review. 

January (Form P-1) Report 

Based on January Form P-1 (First Period Report 
of Attendance) a.d.a. data, a revised estimate of 
Form P-2 a.d.a. should be made for revenue limit 
recalculations. 

April (Form P-2) Report 

The April Form P-2 (Second Period Report of 
Attendance) report is the final revenue limit recalcu- 
lation and is based on Form P-2 a.d.a. data. 

Effect of Revenue Limit Review 

The net effect of the revenue limit recalculation 
not only affects the current budget but also may 
have significant impact on revenue for the next 
fiscal year. Unless the actual a.d.a. and the actual 
tax collections (as well as other sources affecting 
the revenue limit) are the same as originally 
budgeted, adjustments to the current budget, as 
well as future considerations, will be required. In 




some districts it may be necessary to analyze ail 
component sources of the revenue limit for cash 
flow. 

Categoricil Aid 

The applicable budgetary controls are deter- 
mined by tiie funding source. In the following para- 
graphs information is presented on the miyor revenue 
sources and related entitlement information. 

Federal Aid 

While federal projects are financed on an entitle- 
ment basis, it is not uncommon for these entitle- 
ments to change during the fiscal year. The project 
budget should be adjusted to conform to the 
revised entitlemcsnt. 

State Aid 

State grants for which budgetary control con- 
siderations are applicable include grants for special 
education programs, special projects, and transpor- 
tation. 

Special education programs. The state revenue 
that a district receives for special education pro- 
.<9ams is determined by the a.d.a. accumulated in 
the programs. The same time line used for the 
revenue limit review of enrollment and a.d.a. 
reports (Octobev, January [Form P-1], and April 
[Form P-2]) should be used for special education 
programs. Possible deficit factors in state appor- 
tionments should be considered. 

Special projects. State projects are financed on 
an entitlement basis. If entitlements change, the 
project budget may need to be adjusted to con- 
form to the change. 

Transportation, The apportionment for trans- 
portation is based on the previous yearns annual 
report and is subject to adjustment after the 
budget adoption. 

County and Local Aid 

Districts may receive county and local grants for 
specific projects. Generally, these grants are fixed, 
and adjustments are seldom required as long as 
funds are expended within the limits of the grants. 
Additionally, several pemiissive restricted taxes are 
allowed at the local level which require individual 
controls. 
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Other Sources of Revenue 

Some of the sources of revenue heretofore 
uninentioned which niist be reviewed include 
abatements, fees, Forrit Reserve funds, interest, 
adult education f^es, rents, and leases. 

Public Uw 874 

As soon as the suKey required by Public Law 
874 is completed and thn appropriation level is 
determined by the federal agency, the unit rate is 
published and estimstes of revenue may be made. 

Miscellaneous Funds 

The miscellaneous funds collected in accordance 
with Education Coie Section 17606 must be 
calculated. Following this review, 50 percent of all 
funds collected are deducted from state apportion- 
ments. 

Abatements 

The district should distinguish clearly between 
abatements and receipts; a correct accounting 
procedure should be followed. The abatement 
accounting technique should nol be abused to 



effect a reduction in expenditures. A uescription of 
the correct method for handling abatements is 
explained in the California School Accounting 
Manual 

Tools for Budget Implementation 

The business official, in order to contrcl the 
budget, must prepare revenue and expenditure 
reports so that data Cin be interpreted easily. 
Repels must reflect a good expenditure, account- 
ing, and encumbrance recording system. In the 
California School Accounting Manual, adequate 
technical guidelines for establishing such a system 
are provided. 

Budget Status Reports 

Budget status reports indicating available appro- 
priation balances and revenue to be coUected must 
be timely and accurate and must reflect necessary 
adjustments. Reports should be prepared in both 
object and program formats. The detailed object 
budget status report is the primary "tool** for 
budget control. A sample budget status report is 
shown in Figure 1 . 
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Fenonnel Status Reports 

A detailed personnel status report is essential for 
control of legular salary categories of the budget. 
Personnel position allocations need to be estab- 
lished at the time of the budget process. Continu- 
ous updating is a personnel function which should 
be monitored closely by the business official. 

The essence of the system is that each personnel 
position is established at the time of budget 
adoption. As the position is filled, an encumbrance 
is made. Personnel are not employed unless there is 
an open position. When it is necessary to establish 
additional positions, formal approval of the posi- 
tions and the corresponding monetary allocations 
should be obtained from the governing board. 

It is advisable to issue periodic reports of 
position status. The reports may be in summary or 
detailed format, or both. They may show position 
vacancies:, as well as a comparison of estimated and 
actual costs. 



Chapter Summary 

The business official must be aware of legal and 
fiscal constraints in adopting and revising the 
district budget. Tlie official must devise and 
implement procedures to control expenditures so 
that provisions of the Education Code are met and 
budgeted expenditures are wot exceeded. Income 
controls must be devised and maintained so that 
the business official can determine whether the 
district is receiving income as estimated in the 
budget. Procedures must be developed so that both 
expenditures and income may be modified by the 
governing board during the fiscal year. 

The business official may be either an authority 
figure or an adviser, depending on the district. In 
any case, the official must be aware of the district's 
financial status at all times so that decisions or 
recommendations can be made to safeguard the 
district's fiscal condition. 
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Chapter V 

Budgeting Special Funds 



In addition to the General Fund discussed in 
Chapter III, there are several special funds which 
districts may use for specific purposes. While 
school districts may not find it necessary to use aU 
of them, special funds are an important part of the 
school budget. The funds other than the General 
Fund that require budgetary control include the 
following: 

1. Building Fund 

2. State School Building Fund 

3. Special Reserve Fund 

4. Cafeteria Account or Cafeteria Fund 

5. Child Development Fund 

6. Developmental Center for Handicapped Pupils 
Fund 

Additionally, the Bond Interest and Redemption 
Fund is administered by the county auditor and is 
included for information purposes only. Also, 
community colleges have available several other 
funds. 

Special funds are established by school districts 
only where the law permits or requires that they be 
established. The separate identity of monies raised 
or allocated for special purposes, including year- 
end balances, must be maintained and used for 
authorized purposes only. 

A given expenditure may be chargeable to 
several funds. For example, an expenditure for the 
replacement of equipment or the purchase of 
supplies (other than food) for a school cafeteria is 
normally made from the Cafeteria Account or 
Cafeteria Fund. If the fund is insufficient for this 
purpose, however, the expenditure may be made 
from the General Fund. Interfund transfers should 
be carefully analyzed and considered in budget 
preparation. 

Building Fund 

The Education Code provides for the establish- 
ment of a Building Fund through deposit in the 



county treasury of proceeds from the sale of 
school district bonds (Education Code sections 
21701 through 22152) or through the transfer of 
General Fund monies. Community colleges should 
refer to Education Code sections 20050 through 
20085, "Community College Construction Act." 

Legal LimiUtions 

Resources of the Building Fund may be used 
only for the purposes stated in the bond indenture 
at the time that the bonds were voted Education 
Code Section 21701 provides that bonds may be 
voted for the following purposes: 

1 . Purchasing school lots 

2. Building or purchasing school buildings 

3. Making alterations or additions to a school 
building or buildings other than those 
chi nges that may be necessary for current 
maintenaiice, operatic»n, or repairs 

4. Repairing, restoring, or rebuilding any 
school building damaged or destroyed by 
fire or other calamity 

5. Supplying school buildings and grounds 
with furniture, equipment, or necessary 
apparatus of a permanent nature 

6. Making a permanent improvement of 
school grounds 

7. Refunding any outstanding valid indebted- 
ness of the district, evidenced by bonds or 
state school building aid loans 

8. Carrying out the prcjects or purposes 
authorized in Education Code Section 
15811 

9. Purchasing school buses that have a useful 
life expectancy of at least 20 years 

10. Demolishing or razing i school building 
with the intent of replacing it with another 
.'.chool building in the same place or in 
a nother place 
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Steps in Budgeting 

The following steps should be followed in 
budgeting for a Building Fund: 

1 . Beginning balance 

Cash in the county treasury and other 
assets of the Building Fund, such as cash 
collections awaiting deposit, investments in 
U.S. bonds, and accounts receivable, should 
be included in the beginning balance. Cur- 
rent liabilities included in the beginning 
balance should be limited to obligations for 
services already performed or to materials 
and equipment already received on or 
before June 30. No amount of liability 
should be undertaken for the uncompleted 
portion of work being performed by a 
contractor. 

2. Revenue 

In anticipation of required revenue from 
the sale of bonds, the business officer 
should examine the building needs of the 
district. (Refer to Education Code sections 
21702 through 22152 and to the section in 
this publication entitled "State School 
Building Fund** on pages 22 and 23.) In the 
examination, the following should be taken 
into consideration: 

a. The amount of bond proceeds from 
bonds already authorized but not yet 
issued 

b. The amount of bond sales anticipated 
from a bond election already scheduled 
but not yet held 

c. The amount of bond sales anticipated 
during the " rthcoming year from a 
future bond election that has not yet 
been scheduled but that will be neces- 
sary to meet district building needs 

Amounts to be derived from the sale of 
personal or real property originally pur- 
chased from the Building Fund must be 
deposited in that fund and therefore may 
be budgeted as Building Fund revenue. 

3. Expenditures and transfers 
Expenditures and transfers should be bud- 
geted in accordance with the chart of 
accounts for the Building Fund. 

4. Ending balance 

The ending balance should be predicted as 



accurately as possible to reflect the antici* 
pated progress of the building program 
during the budget year. Accuracy in bud- 
geting will help eliminate shortages in this 
fund. 

State School Building Fund 

The State School Building Aid Law of 1952, 
together with later enactments, makes available to 
qualifying school districts the funds needed to help 
in the purchase and development of school sites 
and the construction and equipping of buildings. 
Education Code sections 19551 througji 19715 
provide the legal basis for the apportionment of 
these funds by the State Allocation Board to the 
school districts. Districts that qualify for the aid 
must include in their budgets a State School 
Building Fund (Education Code Section 19623). 
The purpose of establishing fhe fund is to guaran- 
tee that all revenue and expenditures from the 
fund are properly accounted. The monies depos- 
ited to this fund are apportionments from the 
State School Building Fund, district contributions, 
and federal grants. 

State Apportionments 

Apportionments from the State School Building 
Fund are made by the State Allocation Board. 
A district's eligibility for these apportionments is 
established on the basis of qualification. 

District Contributions 

District contributions include funds raised 
through the sale of bonds, funds derived from the 
levy of a tax rate authorized by Education Code 
Section 15518, and the transfer of any funds 
available to the district. These transfers are made as 
required by the State Allocation Brard as a 
condition of the district's participation in the State 
School Building Aid program. 

Federal Grants 

Federal funds may be secured under Public Law 
815 by eligible districts. When such funds are 
received by a district, they may be used to reduce 
the amount allocated by the state from the State 
School Building Fund. 

Expenditure Requirements 

Any apportionment paid to a school district and 
deposited in the State School Building Fund is avail- 
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able for expenditure for not less than one year nor 
more than Uuree years as the State Allocation Board 
shall determine. For the purposes of determining 
availability for expenditure, the funds are considered 
to be expended through the encumbrance of the 
funds on deposit in the county treasury by the crea- 
tion of a valid obligation. After the period of avail- 
ability, the unencumbered balance becomes due 
and payable to the state. 

Each district that secures state building funds 
will receive detailed instructions from the Califor- 
nia Office of Local Assistance and must make 
detailed reports as required. The State Controller 
and the Office of Local Assistance audit the fund 
to determine whether the money received by the 
district has been expended for the purposes autho- 
rized by the State School Building Aid Law. These 
audits are conducted on a project basis and they 
emphasize the need for an extensive accounting 
system and firm budgetary controls of revenue and 
expenditures. Only costs charged directly to the 
fund will be considered in determining the audited 
costs. 

Repayments to the state on loans made to the 
district are based on a given number of years and 
are limited by the assessed valuation of the district 
and the annual amount of taxes required to service 
the eligible bonded debt of the district. Each year 
the amount due is withheld from the district's 
regular state apportionment, and the district is 
permitted to levy a tax to raise an amount equal 
to the amount withheld by the state. 

Disposition of the proceeds of the sale and/or 
lease of property acquired through the use of State 
School Building monies is determined by state 
procedures and guidelines established by the Office 
of Local Assistance. 

Special Reserve Fund 

Education Code Section 21401 authorizes a 
school district to establish a Special Reserve Fund 
for capital outlay purposes. The legal limitations of 
the fund are as follows: 

1 . Funds may be derived from any source. 

2. The governing board establishes the fund by 
resolution, specifying the purpose or purposes 
of the Special Reserve Fund. 

3. The governing board may at any time file 
resolutions changing the purposes of the fund 
or withdrawing any purpose previously men- 
tioned. 



4. The governing board may at any time upon 
written request to the county superintendent 
of schools, county auditor, and county trea- 
surer have the money transferred back to the 
General Fund of the district, with the excep- 
tion of community college funds received as 
specified under Education Code Section 
20206. 

5. The Special Reserve Fund is to be used for 
capital outlay purposes only and includes 
salaries of school district employees whose 
work is directly related to such capital outlay 
projects. 

The governing board may appropriate and 
expend the money in the Special Reserve Fund 
solely for the purpose or purposes spedfied in the 
resolution establishing the fund. 

Bond Interest and Redemption Fund 

Education Code Section 22101 authorizes the 
county board of supervisors to levy a tax annually 
within a school district to provide for the interest 
and redemption of all outstanding bonded indebt- 
edness of the district. Government Code Section 
29043 directs the county auditor to provide the 
bonded debt service requirements for the levy. The 
responsibility for the administration of the fund 
rests with the county auditor. 

The Bond Interest and Redemption Fund is 
established for the sole purpose of payment of the 
interest and redemption of all outstanding bonded 
indebtedness of a district. No other expenditures 
are authorized within the fund. The steps in 
budgeting the Bond Interest and Redemption Fund 
arc described in the following paragraphs. 

Beginiiing Fund Bahnce 

The beginning balance of the Bond Interest and 
Redemption Fund consists of the following: 

1 . Accounts receivable 

2. Cash on deposit with the county treasurer, as 
well as cash awaiting deposit 

3. Government obligations and any other legal 
investments of the fund 

Fund Revenue 

The primary source of income to the Bond 
Interest and Redemption Fund is the local tax 
levy. However, interest received for the investment 
of the fund with the county treasurer, along with 
other sources of revenue, shall accrue to the fund. 



The amount of revenue to the fund must be 
sufficient to accomplish the following: 

1. Pay interest on indebtedness as it becomes 
due. 

2. Provide for the payment of indebtedness on 
or before it becomes due. 

3. Provide a reserve. 

In estimating interest and indebtedness, the 
district must provide the amounts that will become 
due up to the time of the first receipt of proceeds 
of the next following year*s tax levy. At the time 
the revenue requirements for the fund are deter- 
mined, a period of more than one year should b 
considered. 

The annual reserve may be provided to prevent 
wide fluctuations in the tax rates to support the 
fund. This fact is of particular interest to school 
administrators concerned with the public relations 
aspect of tax rates. 

Fund Expenditures and Other Outgo 

The expenditure budget of the Bond Interest 
and Redemption Fund mainly reflects the amounts 
of interest to be paid and the principal to be 
retired during the fiscal year. The time span 
involv&d in this portion of the budget is different 
from that used in estimating revenue. Therefore, an 
ending balance is needed because cash is required 
to pay those obligations arising between July 1 and 
the next tax receipts, which are generally available 
in December. When the paying agent for an issue is 
other than the county treasurer, fees charged by 
the agent are chargeable to the Bond Interest and 
Redemption Fund. 

Cafeteria Fund or Account 

Education Code sections 17051 through 17103 
provide for establishing the Cafeteria Fund or 
Cafeteria Account. The choice of using Cafeteria 
Fund or Cafeteria Account remains with the 
district. If a Cafeteria Fund is maintained, the 
money is paid into the county treasury: if a 
Cafeteria Account is maintained, the money is 
deposited in a bank or banks. In either case the 
following rules pertain: 

1. The money may be used only for expendi- 
tures necessary for operating the cafeterias. 

2. No money may be expended for capital 
outlay except that which is transferred from 
the General Fund for a specific purpose by 
governing board resolution. 



3. Meals for needy pupils shall be paid from the 
Cafeteria Fund/Account and are reimbursed 
by the General Fund by transfer. An excep- 
tion is made when donations are made 
directly to the Cafeteria Fund/ Account for 
this purpose. 

Steps in Budgeting 

The following paragraphs describe the steps to 
be followed in budgeting for a Cafeteria Fund/ 
Account. 

Beginning fund balances. Cash in the Cafeteria 
Fund/ Account, cash collections awaiting deposit, 
accounts receivable, and stores and prepaid 
expense should be included in the beginning 
balance of the Cafeteria Fund. Current liabilities 
must be included in the beginning balance and 
must be limited to obligations for services already 
performed or to materials and supplies received on 
or before June 30. If a cash reserve for the 
replacement of equipment has been maintained, 
debit balances should equal the credit' balance of 
the accumulative equipment replacement reserve. 

Fund income. Cafeteria Fund revenue is derived 
from cafeteria sales, federal subventions, dona- 
tions, and General Fund special taxes raised to 
provide free meals for needy pupils. The following 
should be considered when anticipating revenue for 
the cafeteria: 

1. Past student attendance and participation 
patterns 

2. The amount of cash that will accrue from the 
sale of meals to eligible adults 

3. Billings to the General Fund and other 
sources for free meals 

4. Federal subventions, including (a) specified 
amounts of money provided for meals that 
meet given standards; (b) total meal reim- 
bursement for free meals and reduced-price 
meals; and (c) the value of certain food items 
that arc secured by paying only the cost of 
transportation 

If an estimate of total income from sales, federal 
subventions, and donations is less than a reasonable 
estimate of proposed expenditures, a balanced 
budget may be achieved by charging against the 
General Fund a portion of estimated expenses 
(other tlaan for food). Tliis action would be taken 
only by a board resolution and would be budgeted 
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in accordance with the provisions of the California 
School Accounting Manual. 

Fund expenditures. Expenditures from the Cafe- 
teria Fund/ Account include those required for the 
folloMring purposes: 

1. Salaries. All salaries are charged to the 
General Fund (Education Code Section 
17103). The charges may be transferred to 
the Cafeteria Fund/ Account later. 

2. Employee benefits. These may include contri- 
butions to the district health and welfare 
programs, employee retirement funds, and 
insurance charges. These benefits shall be paid 
by the General Fund but may be reimbursed 
by the Cafeteria Fund/ Account. 

3. Food. All food must be purchased with the 
Cafeteria Fund/Account. No General Fund 
monies may be used for purchasing food for 
use in the cafeteria program. 

4. Operating supplies and expenses. Such items 
as utilities, laundry, and fuel are included 
here. 

5. Repairs and replacement of equipment. 
Repairs to existing equipment and replace- 
ment of equipment with equipment of 
approximately equal value are allowable as 
cafeteria expense. 

6. Other food services. This includes costs for 
groceries and services to provide supplemen- 
tary food service other than regular meals. 
Snack bar expenses is an example. 

7. Capital outlay. Equipment may not be 
charged against capital outlay of the Cafeteria 
Fund/Account for the original purchase and 
should therefore be charged to the General 
Fund. Special provisions provide for funding 
central kitchens in certain-sized districts (Edu- 
cation Code Section 17052). 

Ending fund balance. The ending balance 
includes (1) all cash m the county treasury for the 
Cafeteria Fund or the cash m a bank or banks for 
the Cafeteria Account; (2) cash collections await- 
ing deposit; (3) accounts receivable; and (4) stores 
and prepaid expense. Current liabilities and the 
accumulative equipment replacement reserve must 
be deducted to arrive at a net ending balance. 

Chfld Development Fund 

Education Code Section 16749 authorizes the 
establishment of a fund known as the CMd 



Development Fund. Receipts deposited in the 
C3iild Development Fund in the county treasury 
have the following sources: 

1 . Apportionments of federal funds (Education 
Code Section 16781) 

2. Apportionments of state funds (Education 
Code Section 16780) 

3. Fees from parents 

4. Revenue from a tax levied in accordance with 
Education Code Section 16750 

Fund Budgetiiig-Apportioninents 

Child Development Fund apportionments are 
made on the basis of child attendance hours that 
are "federaUy eUgible" or "nonfcderaUy eligible." 

"Federally eligible hours" of attendance are 
those hours of attendance at children's centers by 
children who meet certain economic criteria set 
forth in administrative regulations of the U.S. 
Department of Health, Education, and Welfare 
under portions of the Social Security Act. For 
these hoiu^ an apportionment, which may vary in 
amount per attendance hour (depending on the 
extent of available funds), is given from a combina- 
tion of state and federal funds. Fees collected from 
parents may be deducted from the apportionment. 

**Nonfe(lerally eligible hours" are hoiu^ of atten- 
dance by children meeting state economic criteria 
but not qualifying for federal financial contribu- 
tions. These hours are reimbursed to districts by a 
combination of apportionments and parents' fees. 

There are also "full-cost" hoiu^ for which 
parental fees must be collected in an amount 
totaling the estimated actual hourly cost of the 
child center operations. 

Apportionments are remitted to the county 
treasury to the fund of the district, based on 
periodic rc^Mrts of attendance hours. Any balance 
due after year-end reports of total attendance 
hours and fees collected should be established as an 
accounts receivable. 

In the determination of "costs" for the purpose 
of claiming maximum apportionment allowances, 
provision is made for a portion of district over- 
head. Capital outlay costs are not allowed unless 
specifically approved. 

Fund Budfeting-Expenditures 

All costs incurred in the maintenance and 
operation of child development services are paid 
from the Child Development Fund. 
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Development Center for Handicapped Pupils Fund 

A school district governing board is authorized 
by law to establish in the county treasury a 
Development Center for Handicapped Pupils Fund 
(Education Code sections 6880 through 6880.50) 
to support a development center for handicapped 
pupils. The purpose of such a center is to 
provide educational opportunities for physically 
handicapped and mentally retarded pupils (ages 
three to twenty-one) for whom no other school 
program has been authorized by the Education 
Code. 

Hie development center is supported by the 
state on the basis of child-hours of attendance. The 
Superintendent of Public Instruction apportions 
the state funds to the school districts or to the 
offlces of county superintendents of schools. 
Revenue and expenditures are assigned to the 
Development Center for Handicapped Pupils Fund 



according to the classifications on budget form 
J-4 IB (Annual Budget Report). 

In addition to the state funds, a school district 
or office of a county superintendent of schools 
maintaining a center may include in the budget an 
amount necessary to carry out the center's pro- 
gram. The tax levy necessary in such cases is in 
addition to any other school district tax authorized 
by law. 

Chapter Summary 

Administration of the district budget may 
involve any of several types of special funds, each 
of which has a purpose clearly apart from the 
(jeneral Fund. Expenditures may be paid from one 
or more of the special funds; tiierefore, the 
interrelationships between the funds should be 
analyzed carefully. It is important that the monies 
from a special fund be expended only for the 
purpose for which the fund was established. 
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Chapter VI 

Communicating with the Community 



"What is happening in the schools?" "How is the 
tax dollar being spent?** "Why is the district 
spending money for that program?** These ques- 
tions are typical of those posed to governing 
boards and administrators by parents, taxpayers, 
school staffs, and other elements of the commu- 
nity. Frequently, the questioner is hanued a formal 
copy of the budget and is told, "All the answers 
are in here.** 

Many people think of the budget as a tool to use 
to inform the public about the activities of the 
district. However, a budget is limited to conveying 
to the public the dollar resources required and the 
planned utilization of those resources. Mere report- 
ing of resources and allocations tends to raise 
questions rather than provide answers. 

Awareness by the public-parents, staff, 
taxpayers-is obviously a first step in formulating 
educational activities that meet the needs and 
concerns of the community. Since the budget 
cannot by itself accomplish this task, members of 
the district staff must interpret the budget in 
meaningful terms that will convey to the public the 
activities, the programs, and the needs of the 
districts. 

This chapter identifies some of the major ways 
in which districts might communicate with the 
community. Each district must consider its own 
needs for communications and its internal abilities 
and limitations in developing methods of interpret- 
ing the budget. This chapter also reviews various 
approaches of what is conveyed to the community. 
Again, the individuality of the community and the 
programs of the district will prescribe what is 
reported. Finally, the chapter presents a variety of 
examples of reporting formats that might be 
utilized. 

What Is Communicated? 

The lay person, as well as disirict staff, must 
have a basic knowledge of the budgeting process 



and the ongoing activities of the district, including 
knowledge of the following: 

1 . What is a budget? 

2. What is the purpose of a budget? 

3. What is involved in developing a budget? What 
sources of revenue, categories of expense, 
involvement and participation, and time 
requirements are involved? 

4. What constraints affect the development of 
the budget? 

5. How is a budget administered? 

When these questions are answered, the basic 
foundation of knowledge is provided for under- 
standing of the budget. 

Budget data are most meaningfully communi- 
cated when related to the instructional and support 
activities of the district. Districts must present 
budget data in program format. A district may also 
present a budget in function/object or some other 
format that meets the needs of the district and the 
community. 

Additional information that must also be com- 
municated and which may be essential to the 
development of the budget includes the following: 

1. Tax rates 

2. Staffing ratios (teaching) 

3. Enrollments 

4. Cost per pupil 

5. Assessed valuation pera.d.a. 

6. Multiyear projection 

7. Community growth 

8. Salary trends 

9. Staff requirements (nonteaching) 

10. Revenue limit 

1 1 . Revenue source 

12. Percent of budget for salaries and related 
costs 
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Ways of Communicating 

After the budget information has been pre- 
pared, it should be presented to the community. 
The method of conmiunication will vary from 
district to district, with the budget material 
adapted to meet the needs and interests of the 
particular audience. 

Media and techniques to use in providing 
information to the general public or selected 
groups are listed below. The district may utilize 
any or a combination of tJiese methods to commu- 
nicate to the community 

Groups Media Techniques 

PTA Personal presenUtions Churts 

General public Newspaper Annual reports 

Board of education Radio Brochures 
Chamber of Television Reports 

commerce Mailings Press releases 

Service clubs Take home with students 

(school notices) 

On the following pages are examples of how 
information has been presented by some school 
districts. Also shown are possible ways in which 
budget data may be presented in program format. 
The three types of report formats illustrated are 



statistical, statistical with limited narrative, and 
narrative. 

Chapter Summary 

Communication of budget information to 
people other than school personnel has been a 
shortcoming of many districts. This chapter is 
presented in a way that might assist those respon- 
sible for interpreting the contents of the budget to 
analyze the public's need for information. In other 
words, financial information should be geared to 
the audience's level of undentanding of school 
district affairs to be sure that such information 
may be absorbed. 

The first prerequisite to effective communica- 
tion is that the presenter wants the audience to 
understand and absorb-and not have to interpret. 
Short, concise statements seem to meet this need 
best. 

Several alternative methods of giving informa- 
tion to the public are presented in this chapter. It 
is up to the governing board and its staff to analyze 
its own constituency and present its own informa- 
tion in the manner that best accommodates the 
community's needs. 
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POPULATION. AREA, AND PROPERTY 




Population 


Arot 




If 70 Ctnsus 


1f72 Est. 




Unified District 


3.402,804 


3.432.044 


710.01 


City of Los Angelas 


2.809.967 


2.836.400 


463 69 


County of Los Angelas 


7.040.335 


7.085.380 


4.082 21 


VALUATION OF SCHOOL DISTRICT PROPERTY 




19C9-70 


1970-71 


197W2 


Land 


$ 138.742.349 


$ 142.202.353 


$ 145.540.263 


Building & Appurtenances 


849.778.253 


864.763.419 


883.778.368 


Equipment 


98.574.624 


103,014,150 


107.614.817 


Total 


$1,087,095,226 


$1,109,979,922 


$1,136,933,448 


Land was appraised during 1923-24 Property acquired by annexation has been appreised; 


other properties are at cost 
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. FACILITIES 
SCHOOLS 

1t7l'72 117*73 

Elimentary (mcl Special Education) 451 451 

Junior High 75 75 

S«nior ft SPtCMl High Schools 62 61 

Continuation High Schools 29 

Community Adult Schools 28 2t 

Rtgional Occupational Canttrs 5_, 6 

TOTAL SCHOOLS 621 650 

FOOD SERVICES 
Cafeterias 

Elemantary Schools 339 Senior High School 52 

Junior High Schools 77 Offices 2 

Other Lunch Programs 



Hot Pack Lunches at 15 schools B ag Lunch Program at 57 schools 

CHILDREN'S CENTERS number 75 of which 63 are pre-school and 
school age centers, 8 school age centers, and 4 pre-school centers 

DEVELOPMENT CENTERS FOR HANDICAPPED MINORS 3 
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TREND OF COSTS - CURRENT EXPENSE OF EDUCATION 




(CombintcJ Rrgular and SpMiilly FunM Proyami) " 


Year 


Avf Daily 
Atten^noa %lnc 




Hr ADA 


Xlnc 


Amount % Inc. 


1967 61 


656.007 1 9 




$038 15 


76 


$418,828,457 9 6 


1968 69 


6t4.2l5 1 3 




72814 


14 1 


483.842,163 15.5 


1969 70 


6S6.6b« 1 1 Dtcr 




785 80 


79 


516.001.099 6 8 


1970 7t 


691 ,424 5 3 




822 15 


46 


568.457,070 10 2 


1971-72 


678.928 1 8 Deer 




907 72 


104 


61&276,018 8 4 


ASSESSED VALUATIONS 


Year 


Asaeaaed Valuation 


%lnc 




'Aaaeaaed 
Kfn -8 


Valuation Per Unit ADA 
GR 8 >12 


1968-69 


$8,464,340,950 


3 74 




$17,349 


$41,429 


1969 70 


8.858.091 .904 


4 65 




18.463 


40,643 


1970^71 


9.275.802.144 


4 72 




19.809 


45.990 


1971 72 


9.573.177.341 


3 21 




20.023 


43.335 


1972 73 


10.009.324,997 


4 56 




2l.5t3rst 45 876 Est 


*Per Pupil Assessed valuation for State Foundation Program Computation 


AttMMd vAiuattOn per unit ADA ^it conipi 
appltcAbl* to th« levels thoMD 


tt«<l on \iqu 
14 


•• (not mcl 


jded in the tabmi 



Figurt 2. From Statisticai, Financial, and Personnel Data, Los Angtitt Unifitd School District (continutd) 
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OAKLAND UNFED SCHOOL OSTRCT 

(ELEMENTARY. JUNICDR S S6NOR HIGH SCHOOLSJ 

ENPW3LLMEIMTS FOR 
IB74~ia7B 

13,m 12,MS 11,M4 



M 1 A M M ±AA 



A 1 A A 
A A A A 



A S A A 
A A A A 



1 




OAAOfS 123 



OfUOfS 4 5 0 OAAOffS 19 ^ 



(>RADfiC OH It 



NVE-YEAR TREND IN ASSESSED VALUATION 



SM«rf4 I 710.111.012 I 7«4.741,f41 I |]].|]],2f1 I I74,2lf.l]4 I f1l,1f7,IM 
UllHty 97.171.111 «4,l14,fl0 1f«.224.44l M.711,441 ft.147.m 

Umtwfw4 Uf.lliJ47 H1.W.yi4 114.141 HlllMO* m.04t.0tl 



TOTAL 1.N4.4I1 .419 1 .121 109,447 1 .047.999.144 1 .f 21.1 13.711 1 .1 72.431.1 II 

Af«My* (I.9I4.9U> C4.4t1.Ui) II 1.104.441 > Py,HI|yTI> UI.Ht.tyil 

NIT 

TOTAL II 002.124.141 11.014.121.129 11,011.491.174 I1.1IS.42I.9II I1.149.ll4.m 



ASSESSED VALUATION PER PUPIL** 

H7>.yi UTI.yi _ \97Ml 1971.74 

aiMINTARY: K • I 
HIGH: f • 12 



$22,314 $23,312 $25,555 $27,510 $29.3H 
57.173 57.«3« 42.227 42.143 42.l0f 



'Oihtjnd ScHooli jiMtttd vJlitition cridirtd tr> Rtdcvtlopmcnt Afcncy 
"EHCluiivt d«f<ntd idutt ADA Av»r4g« diily jtrtndinct uwJ tor 1974 7b ti ttftmittd 



Distribution of Tik Ooliar Lcvitd in City of Oakland 


1974-1975 


s.h.K»t> $5.1340 






IVralta Junior 


/ / 6.7' 




o,!i,.p,.$.§770 




f HI''' / 
















V 20.2': / \ 




Mamnli Count) 




\ / 12.6^'" \ 




RasK Rate $3,0300 


CilN of Oakland $2.9805 \ / V 










-- SntM Id! DmtricH 






ai 


'J Olhrr $1.1540 


r»>. • ItM ttft 'lU lilt > 










1 3 







Figurt 3. From Statisticst and Financial Data, Oakland Unifitd School Diitrict (continutd) 
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From the Superintendent 2 

How is the money spent? 3 

Chart: 1972-73 Operating Budget by cost categories 4 

The staff of the Palo Alto Unified School District 6 

Who decides how the money is spent? 8 

When are budget decisions made? 1973-74 Operating 

Budget calendar 9 

Where the money comes from 10 

Chart: 1972-73 Operating Budget by income categories 11 

Some of the factors that complicate budget-making 14 

How can you have a voice in what's decided? 14 

Other publications 16 



Figure 5. From A Taxpayer's Guida to School Finance, Palo Alto City Unified School District 
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XYZ School District 
DISTRICT BUDGET BY MAJOR PROGRAMS 



Ceneni AH other Total. •// 

fund funds fundi 

INSTRUCTIONAL PROGRAMS 

General Education . 

Preformal 

Eiemtntary 

Secondary 

Adult — 

Subtotal 

Special Education 

Preformal 

Elementary . 

Secondary 

Adult 

Subtotal . . ■ — 

SUBTOTAL. INSTRUCTIONAL PROGRAMS - 

SUPPORT SERVICE PROGRAMS {DISTRICT TOTALS> 
lnstruCt»on«l Support 

Instructional Administration . . . 

Instructional Media # — 

School AdrP«n»$trat>on 

Subtotal = = I I — 

Spectal Projects (Federal and State Categorical Aid 

Programs) 

Pupil Services . 

General Support 

District and County Superintendents Administration 

Mainter>ance . 

Operations 

Transportation — 

Subtotal === =^== ' 
Auxiliary Programs 

Community Services 

Food Services 

Facility Acquisition and Construction — 

Subtotal = 

SUBTOTAL. SUPPORT SERVICE PROGRAMS == =^=^= 
OTHER OUTGO 

Tuitton 

All Other Outgo 

Subtotal ==^= :^=^= =^^= 

TOTAL. EXPENDITURES FOR INSTRUCTIONAL 
PROGRAMS. SUPPORT SERVICE PROGRAMS. AND 

OTHER OUTGO ==. = =^= 



Figure 6. Sample district budget 
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XYZ SCHOOL DISTRICT 
GENERAL FUND lUDGET 



A school disirict budgtt contains tH« propo^ ^6 
objtctlvts of th« district. 



nconw and axptndlturts to facilltatt th« 90a Is and 



All axpcndlturas arc reported In accordance with objtct accounting cattgorlas astablisHed by th« 
State Accounting Nanual. Object expenditure: refer to the nature of the expenditure or "for what - 
I e., salaries, supplies, equipment and benefits.'^ 

In addition, the expenditures are referred to by Program - a program Is defined as a grouping of 
proposed object of expenditures to the series of activities they are intended to support. When 
object of expenditures are so grouped, they form a program expenditure budget. 

Progrem Report Inq : 

The two major district programs are as follows: 

1. All Instructional Programs : This major (Level II) program Includes all costs for the direct 
instruction of pupi Is 

2. Sutport Programs : This major (Level II) progi^am includes the cost of all activities which 
Support the instructional programs 





• 


All Instructional 


1 


Object of Expenditure 


• 
• 


Programs 


1 
1 


Certificated Salaries 


• 
I 


$ 186.200 


• 


Classified Salaries 


f 
• 


15,250 


f 
• 


Employee leneflts 


• 
• 


'13,250 


• 
1 


Books t> Supplies 


• 

ff 


12,050 


• 
1 


Equipment Replacement 


• 


3.250 


• 


Contracted Services 


• 
■ 


1,000 


• 
• 


Other 


• 
■ 


200 


1 
t 


Capital Outlay 


1 
• 


<i»<«50 


t 

ff 


Other Outgo 


t 

1 


10.000 


1 
• 


Total Expense 


t 
1 


275.650 


ff 
ff 


Ending lalance/Reserves 


1 

t 




ff 
ff 


Total ludget 


t 
• 

1 


$275.650 


■ 
• 
• 



Instructional programs are 
into 2 ma I or programs. 



further sub-divided 





Ctntrtl 


Sptcicl 


Objtct of Ca#tn<lilurt 




CduC«l ton 


Ctrtif ic«t«<l $«l«ritl 




% 20.000 


CUlllfttd S«1«r<ti 


IMSO 


l.dOO 


Cm^ltytt |«n«f itl 


lil,3S0 


2.000 


lookl i Su»rl Itl 


II.OSO 


1.000 




).0S0 


200 


ConlrKtttI StrytCtl 


1.000 




Ot htr 


200 




CafitAl Oul1«y 


k.ioo 


150 


OtK«r Outfo 


2.000 


1.000 


Tot«l Capenic 


$ 2<<2.»O0 





Support Programs 



Total 



$ 80,000 


• 
• 


$ 266.200 


10.000 


1 
• 


25.250 


15,500 


• 

ff 


58,750 


5.000 


• 

ff 


17.050 


<«,000 


ff 


7.250 


2,000 


ff 
ff 


3.000 


500 


1 
1 


700 


2.000 


1 
■ 


6. '(50 


?,000 




15.000 


I2ti.000 


ff 
ff 


399.650 


20,0CS 


ff 


20.U00 


$NJJ^ooo 


1 
ff 
1 
1 





General Fund 
ludget 



Support prO^rmt Crt furthtr 1 v tdt<l Inl* S (MJVr pro^rAM 





Initruct lonci 


Sptclcl 


Pupil 


Cen«r«l 


Aiwl 1 lery 


ObJtCI tf CMpfn4i(urt 


Support 


Project! 


StrviCf 


Supper t 


PrO^rMHt 


Ctrtff tc«tt4 S«1«rlt> 


)(i0.000 


S20.000 


S20.000 


$ - 


S - 


Cl«lllflt«l S«l«rttl 


2.000 


1.000 


2.000 


u.ooo 


1.000 


Cfhp loytt Itnef 1 1« 


5,500 


d.OOO 


1«.000 


1,500 


500 


look* ( Supplicl 


2,500 


2.000 


500 






CfulPmCnl KeplaccPWnt 


1.000 


1.000 


1,000 


1.000 




Contracted Servlctl 


1.000 


500 


500 






Othtr 




250 




250 




CapMal Ou(t«v 


500 








t.500 


Other Oul^ 


3.000 


2.000 








roial E'Penit 


$557555 


S)0.750 


S2I.000 


$ r7?o 


$ TTooo 


tn4 ffal/Rtlerwel 








20.000 




Tr>ul lutl^l 


S55.S00 


S 30. 7^0 


S2t.000 


S2i.750 


$ 3.000 



AND/OR 



N-I2 Central Education 
ln»tructtOnal PrO^raw 

uTioo tt«ri5( 



K-12 Special Education Predrawn 
K-( 2ll ?-'2 Adults 

s>Tloo ^^7700 lEHo 51. PW) 



' DtST>ICT TOTAL ' 
S 3SJS0 $ «i>.SOO S t27.300 S l.OOO 



OR 



Theia program* may t 
Or they may be ihown i 



mitructio'^et Support 
Specie! Projectl 
Pupil Service 
Ceneral Support 
Aual I lary Prof rami 

Total ludget 



irtKar detailed to Level IV 
*u>tmary ferm folloMi 

S55.500 
)0.750 
21.000 
2t.750 
).000 



Slltd.OCO 



Figure 6. Sampit district budgtt (continutd) 
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XYZ School District 

We transport 3.500 students ddity to and from school utilizing 10 full-time bus 
drivers. Our buses travel over 600 mites per day carrying students who live 
more than 3/U mile from school or who would have to walk alongside hazardous 
thoroughfares where there are no sidewalks. 

Additionally, we contract with a private firm to provide transportation for 
physically haidlcapped students. Most repair and service is done by a mechanic, 
although some unique repair work must be done coirvnercfal ly . 

The budget for operating the transportation program Is $162,000; this amount is 
allocated as follows: 

TRANSPORTATION PROGRAM BUOGET 



Class i fied Salaries $79,000 

Supplies 13,000 

Equipment Replacement 16,000 

Services U2,000 

Employee Benefits 12.000 



$ 162.000 

This year we will begin a three-year lease, with option to purchase, of a new 
79*passenger diesel engine bus to replace an t8-year-old bus with over 175, 000^ 
miles on It. We will spend $13,000 for fuel, oil, tires, batteries, and other 
suppi ies. 

Not reflected in the above costs are the field trips, athletic trips and other 
special event trips which are budgeted at the school level and are provided by 
the Transportation Oepartment. On an average, these amount to 12,000 miles per 
year. 

The coordination and scheduling is handled by a supervisor who also doubles j& 
substitute driver and mechanic. 

In the last 15 years, this department has logged over 1,620,000 accident-free miles. 



Figurt 6. Sampit district budfltt (continuMl) 
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XYZ School District 
CAREER BUSINESS EDUCATION PROGRAM 

' 'Distribution " (or Sales) is the grease for the wheels of the American 
Economy . Did you know that "your school district '' offers Its students a 
chance to learn the basics of Distribution, Retailing, and Salesmanship? 
Our Cooperative-Distribution Education Program offers on-the-job training 
combined with classroom reinforcement that will allow your child a chance 
to learn how to make a living in the world of Sales. They learn how to 
estimate the need, order the right sizes and quantities, approach the 
customer, close the sale and deliver the goods to a satisfies;! customer. 
Remember, 8C% of the jobs in this economy are in these areas; so if your 
family is interested, contact your local counselor or business department 
chairman and they will give you the business for life. 

CAREER BUSINESS EDUCATION 
PROGRAM BUDGET 



Certificated Salaries 
Classified Salaries 
Employee Benefits 
Books & SuppI ies 
Equipment Replacement 
Contracted Services 
Other 

Capital Outlay 
Total Budget 

There are opportunities for 130 students in this program. They will be 
taught In the classroom by a teacher who is qualified in these areas and 
supervised on the job by a coordinator who has earned his own living in the 
world of bus iness. 



FiQure 6. Sampit district budgtt (continuad) 



$60,000 
10,000 
6,000 
10,000 
1,000 
1,000 
100 
3,000 

$9i.l00 
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Chapter VII 

Evaluating the District Budget 



The budget of a school district provides the 
essential ingredients for the operation of the school 
system. Serious failings will occur in plans or 
programs if adequate finances are not provided. 
Efficient school management requires that the 
budget be prepared according to a well-*defined 
plan which includes the following: 

• Formulation of budget policies 

• Formulation of fiscal policies 

• Identification of and provisions for meeting 
needs 

• Efficient utilization of all pertinent data 

• A balance between revenue and expenditures, 
including reserves 

• Presentation, publication, and flnal adoption 
of the budget 

The budget of the district should be evaluated in 
relation to fulfillment of district philosophy, devel- 
opment processes, ability to relate resources to 
programs, and district administration. 

Budget Philosophy 

The assessment of the budget should be made in 
relation to the philosophy of the district as 
established by the governing board. The philoso- 
phy indicated in the district policies should present 
a sound, practical, and objective plan for the 
preparation and control of the budget. 

The philosophical viewpoint of the district 
should be reflected in policies that are specific, 
such as a)nceming class size, salaries, and formulas 
for allocating resources for instructional, custodial, 
and maintenance programs. Other considerations 
to be evaluated are the purposes of the budget and 
the steps taken to achieve these purposes. Constant 
changes in programs necessitate that policies be 
constantly reexamined and evaluated. 



Budget Development 

Proper development of the budget should be 
considered in the evaluation process. Evaluation 
may be based on the steps taken in the budgeting 
process, such as planning, preparation, presenta- 
tion, adoption, execution, and appraisal. 

Considerations in budget development are the 
educational program to be maintained, staff, 
supplies, equipment, and facilities. The develop- 
ment of a budget depends on the involvement of 
all employees of the district. Staff members should 
be aware that the budget is not strictly a business 
office document. It is, rather, a complete financial 
picture of the district programs, and it should be 
used by all departments as a management tool. 

During the evaluation, consideration should be 
given to legal requirements, budget cycle and 
calendar, persons responsible for budget develop- 
ment, and the budget adoption process. Develop- 
ment includes the estimating of revenues and com- 
putation of expenditures for all budgeted funds. 

Budget Program 

A third area of evaluation is related to program 
budgeting. Factors such as goals, objectives, and 
program structure of the district may be consid- 
ered. Decisions regarding the allocation of 
resources of money, staff, equipment, or time rely 
on the success of programs in relation to the 
long-range goals and objectives. The total require- 
ments of the district are reflected in the programs; 
and, if evaluated properly, the budget will be 
meaningful to educators, members of governing 
boards, legislators, and the community. 

Budget Administration 

Administration of the budget is usually the 
responsibility of the assistant superintendent for 
business or the business manager. The responsi- 
bilities include, but are not limited to, budget 
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informition and controls through monthly finan- 
cial reports to the governing board and staff and 
utilization of proper forms for budget control. In 
addition, proper income projections and cost 
analyses are tilt factors which make budgeting a 
process that is continuous. The procedure should 
be definitive, and the procedure should be clearly 
understood by those who are responsible for the 
administration of the district budget. An unde^ 
standing of the fundamental budget elements will 
increase efficiency and expediency of budget 
administration. 

Phases of budget evaluation include the estab- 
lishment of goab and objectives before the budget 
year begins, constant evaluation of balances within 
funds during the year, and the success in achieving 
program objectives. 



Ongoing evaluation during the year should be 
made at predetermined intervals. Fiscal evaluation 
should inchide detailed examination of appropria- 
tions, encumbrances, and expenditures in individ- 
ual accounts, prognsnns, and funds, as well as for 
the total budget. 

Evaluation will indicate the success of allocating 
resources and expenditures to programs. Such 
evaluation will help in reducing or eliminating 
fiscal weaknesses or problems. Evaluation of the 
areas of the budget (philosophy, development, 
administration, and programs) together with the 
educational and instructional evaluations of the 
staff should lead to reasonable and concisely 
planned decision making for the future. The 
evaluative process of the budget involves the entire 
staff in all programs on a continuing basis. 
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Appendix 

Suggested Budget Checklist 

The administration of the school district budget should be subjected to constant evaluation. 
This evaluation may be made in a variety of ways, one of which is by using the following 
checklist in which consideration is given to each phase of the budget procedure. 

Yes No 

Ugal Rtquirtmtnti 

Does the district Hie a tentative budget on the prescribed budget form with the county 

superintendent of schools on or before the first day of July? 

When the district's tentative budget is returned by the county superintendent of schools, 

does the district nuke all changes in the budget that are desirable or necessary? 

Does the district return the amended budget for publication to the county superintendent 

of schools on or before the twentieth day of July? 

Does the district hold a public hearing during the first week in August regarding its 

budget as published by the county superintendent of schools? 

When the budget has been finally adopted » does the district file the budget with the 
county superintendent of schools on or before the eighth day of August (for districts 
of more than 1 0,000 a.d.a., the tenth day of August)? 

Lonfl-Rangt Budqat Comidaratsons 

Does the district establish goals that are to be achieved through long-range budget 

planning? 

Does the district make continual reevaluation of projections and plans in the light of new 

information and changing philosophies? 

In projecting school populations, does the district give consideration to such factors as 
the following: 

The number of children of preschool age? 

Birthrate trends? 

Flow of population into and out of the school district? 

Industrial and commercial development that may affect the growth rate? 

Housing developments that may affect the growth rate? 

Building plans of nonpublic schools? 

Changes in attendance patterns of secondary school students? 

Potential annexations or changes in district boundaries? 

Unemployment rate within local labor force? 

Plans of such local agencies as the following: 

Electric companies? 

Gas companies? 

Telephone companies? 

Sewer department of city? 

Street department of city? 

Planning commission? 
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Does the district recognize the effect that changes in school population will have on such 

items as the following: 

Teachers' salaries? 

Teachers' retirement funds? 

Custodial services? 

Maintenance costs? 

Administrative costs? 

Supervisory or consultant services? 
If the district has a building program, are adequate budget provisions made for such 

purposes as those that follow: 

Planning the program? 

Employing consultants? 

Meeting expenses of bond elections? 

Purchasing sites or options on sites from current funds? 

Purchasing equipment not provided for in bond funds? 

Purchasing the supplies required by new schools? 

Purchasing the library materials needed? 
Does the district provide in the budget for such continuing building program costs as the 

following: 

Custodians' salaries? 
Costs of custodial supplies? 
Utility costs? 
Maintenance charges? 
Insurance charges? 
Changes in class sizes? 

Does the district's long-range budget planning contain provision for such changes or 

improvements in the educational program as the following: 

Improvement of the curriculum? 

Extension of supervisory services? 

Extension of the program for exceptional children? 

Extension of pupil personnel services? 

Addition of new programs of instruction? 
Does the district maintain a well-developed curriculum guide for use in planning the 

budget? 

Has the district established adequate budgetary goals? 

If adequate budgetary goals have been established, has the district determined the priority 
of these goals? 

Does the district recognize the necessity of gradual termination of budget provisions for 

programs as these provisions become less needed or less appropriate? 
Does the district provide careful analysis of salary budgetary problems for certificated 

and classified personnel on such bases as the following: 

Financial resources during the current year? 

financial resources in future years? 

Recruitment of adequately trained and competent personnel? 
Reduction of staff? 

Attraction of desirable young people into the teaching and the administrative 

professions? 
Fringe benefits, such as the following: 

Retirement and Social Security? 

Sick, maternity, military , bereavement leaves? 

Sabbatical leave? 

Group insurance plans? 

Unemployment Insurance and Workmen's Compensation? 
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Yes No 



Docs the district in its long-range budgetary planning identify needs for such inservice 

programs as the following: 

Training of potential administrative personnel? 

Improvements in instructional personnel? 

Inservice training of classified personnel? 
Does the district provide, in its long-range budgetary planning, for scheduling necessary 

maintenance costs of existing facilities in such a way as to develop an effective 

program over the years for the following: 

Painting and other renovating of buildings? 

Repairing and replacing equipment and furniture? 

Renovating playgrounds and grounds facilities'^ 
Does the district give careful consideration in its long-range budgetary planning to the 

effect of inflationary economic tendencies on such budget categories as tho following: 

Salaries? 

Supplies? 

Other support costs? 
Does the district set priorities in its long-range budgetary planning? 
Does the district's long-range predictions of income indicate the following: 

Sufficient income with which to carry out the educational program? 

Need for planning a change in the financial program to meet the requirements of the 
educational program? 

Need for anticipating changes in the educational program to adjust to available 

financial resources? 
Need for changing both the financial and the educational programs? 
In assessing the possibihty of increased future financial support, does the distric I find that 
its long-range budgetary planning includes the following: 
Local taxes? 

State apportionments and sources? 
Federal subventions? 
Miscellaneous revenues'^ 
Has the revenue limit for future years, based on estimated enrollments, been projected? 

G«ner«l Fund Annus! Budgtt 

Does the district have a calendar covering all necessary budgeting activities throughout 
the year? 

Is policy status given to such budgetary activities as the following* 
Scope of program? 
Class size? 

Instructional salary schedules'' 
Adnunistrative salary schedules'' 
Classified salary schedules? 
Supplies and equipment? 
Needs for facilities? 

Other needs, such as insurance, tuition, and reserves? 
Does the adnunistrator of the district equalize budgetary requests from various 

departments and levels on an equitable basis? 
Does this equalizing process rest to a large extent on a body of poHcy statements 

sufficiently broad to form a sound basis? 
Does the district have an adequate system of forms for use in assembling, on a uniform 

basis, written expressions of need from all departments and divisions'' 
Has ti e district adopted pohcy statements covering such budgetary matters as supplies 

and equipment on a per-pupil basis? 
In budgetary areas in which policies are not involved, does the district administrator 

consult fully with staff members before making budget recommendations to the 

board? 
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Yes No 



Is the staff given opportunity to be familiar with the district's total budget? 

Does the district in estimating income for the budget make careful analysis of such items 

affecting income from local taxes as the following: 

Revenue limits? 

iVssessed valuation and tax rates? 
Probable income from the unsecured tax roll? 
Effect of the tax delinquency factor on budgetary income estimates? 
Growth or decline in emoUment? 
Does the district, in estimating probable income from state sources, give consideration at 
various levels to such items as the following: 
The foundation program? 
Basic aid and equalization aid? 
Special-purpose allowances and special allowances? 

Assistance available from the office of the county superintendent of schools? 
Does the district take full advantage of income available from the federal government 
under provisions of the following: 
Public Law 864? 

Public Law 874 and Public Law 815? 

VEA and: TA? 

ESEA? 

Other fecw^ - lOventions? 
Does the district's budget^ procedure provide for using the district*s experience 

throughout previous years in establishing the following: 

General Reserves? 

Appropriation for Contingency? 
Does the district provide for the dissemination to the general public of bu('getary 

information other than that required by law? 
Does the district hold the required public budget hearings? 

Does the district regard tlie budget as information to be open to the public at all times? 
Does the district make the public aware that the school budget is a public document? 
In presenting the budget recommendations co the board, does the administrator explain 
fully the reasons for any deviations from former budgets? 

Us« of G«n«ral Furnl Budgtt in Administtring Schools 

Does the district's budget program cover adequately the following phases: 
Preparation? 
Presentation? 
Adoption? 
Adnunistration? 
Evaluation? 

Does the district's budget program make provision for continuous review of the 
following: 
Income? 
Expenditures? 

Is a cash-flow chart maintained showing the amounts of income and the dates when the 

income will be received and has been received from each of the following sources: 

Local tax sources? 

State sources? 

Federal and other sources? 
Does the district have a purchasing calendar so ananged as to take optimum advantage of 

such factors as the following: 

Time of year item is needed? 

Availability of money to take advantage of cash discounts? 
Market conditions? 
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Does the district exercise maximum control of its budgeted expenditures? 

Does the district follow all legal procedures necessary in making transfers from one 

budget-controlled account to another when such transfers are necessary? 
Does the district comply with the law in relation to income versus budgeted amounts? 
Does the district follow required legal procedure in transferring excess income from 

General Reserve to expenditure classification for the current year when such transfers 

are possible and necessary? 
Does the district meet all legal requirements for making budgetary data available to the 

public? 

Does the administrator make available to the governing board on a monthly (or more 
frequent) schedule all the information it niay need or desire that relates to the current 
status of the budget? 

Is this information conveyed in written form? 

Is this information in the hands of each board member far enough in advance of the 
forthcoming board meeting so that it can be evaluated prior to the meeting? 

Is the board meeting agenda set up so as to encourage appropriate response from the 
board members regarding matters involving budgetary control or other fiscal 
problems? 

Does the business office keep av<:ilable for the superintendent the information needed to 
be cogm^^nt at all times of the cunent status of the district's income and 
expenditures? 

Are all staff nembers who have responsibility for the operations of certain phases of the 
expenditure plans kept up-to-date as to the status of these operations? 

Are all employees, classified and certificated, kept cunently informed regarding the 
extent to which budgetary provisions have been carried out? 

Is adequtte information on the financial status of the district reported to the public at 
regular intervals? 

Does the district keep an up-to-date record of expenditures including the following: 

Amount of expenditures budgeted'^ 

Expenditures made to date? 

Expenditures in process of being made? 

Expenditures yet to be made? 
Has the district developed or adopted forms designed to make such items of information 

as those listed in the foregoing available with a minimum of effort and expense? 

Sptctal Funds 

Building Fund 

in budgetmg the Building Fund, does the district include the following' 
Cash in the county treasury? 

Other assets, such as cash collections awaiting deposit, investments in United States 
bonds, and accounts receivable? 
In this begiiming balance, does the district include liabilities only for services already 

performed and for materials and equipment already received on or before June 30? 
In anticipating for budgetary purposes the income that will be requested from the sale of 
bonds over the period in question, does the district consider the following factors: 
Amount of bond proceeds from any bonds already authorized but not yet issued? 
Amount of any bond sales anticipated from a bond election already scheduled but not 
yet held? 

Amount of any bond sales anticipated during the forthcoming year from a future bond 
election that is not yet scheduled but that will be necessary to meet the building 
needs of the district? 

Amounts to be derived from the sale of real and/or personal property originally 
purchased from the building fund? 
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Does the district exclude from the budgeting of this fund any expenditures proposed for 

the maintenance of the scnool plant unless such expenditures have been called for by 

the bond election, limited to provisions of the Education Code? 
Does the district confine its capital outlay expenditure budgeting from the BuOding Fund 

to those items called for (by the election in which these bonds were voted) in 

accordance with the provisions of the Education Code? 
Does the district, in budgeting expenditures for furniture and apparatus from the Building 

Fund, adhere strictly to the Education Code limitations set forth in Education Code 

Section 21701? 

Docs the district limit transfers from this fund to a special construction fund, such as a 

federal aid project, or to the State School Building Fund for a state project? 
Does the district budget any ending balance in this fund? 

Does the district maintain an accounting system for this fund, including adequate 
budgetary control of revenues and expenditures? 

Special Reserve Fiaid 

// the district is accumulating fiinds from current reserves to be used later for capital 
outlays, the following Questions are pertinent 

Has a Specia: Reserve Fund been legaUy established as provided in the Education Code? 
Does the governing board of the district authorize the county auditor and county 

treasurer to transfer such funds as may be desired from the General Fund to this 

Special Reserve Fund or vice versa? 

State School Building Fund 

// the district is to receive aid from the state in providing necessary school sites and 
buildings, the following questions are pertinent 
Has a SUte School Building Fund been legally established? 

Are deposits to this fund limited to income to be spent for items authorized under the 

State School Building Aid Law? 
Is this fund used as a depository for all avaikble funds for the designated purposes? 
Is this fund used to control all receipts and expenditures for the desigiuted pui poses? 
Does the district t^jce full advantage of all possible sources of revenue for tiiis fund, such 

as the following: 

Allocation by the State Allocation Board? 
Sale of district bonds required by the State Allocation Board? 
Public Law 815 (used as a reduction of state allocation)? 
Does the budgetary control of the district recognize the fact that the money can be 
expended from this fund (regardless of the source) only on authorization of the State 
Allocation Board? 

Does the accounting system set up as part of budgetary control provide everything 
required by the various audits mandatcvy on this fund? 

Cafeteria Fund or Account 

// the district operates a cafeteria, the following questions are pertinent 
Has a Cafeteria Fund or Account been legally established? 

Does the district observe such legal limitations on expenditures .rom this fund or account 
as the following: 

Only those necessary for tice operation of school cafeterias? 

None for capital outlay except from those monies transferred from the General Fund 

by board resolution for a specific item or purpose? 
None for meals for needy students unless financed by donation or General Fund 

transfer? 

Does the district include in its budget beginning balance such items as the following: 
Cash in lund or account? 
Cash collections awaiting deposit? 
Accounts receivable? 
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Stores? 

Prepaid expense? 

Only current liabilities (deduction) for services performed or for materials and supplies 
received before June 30? 
Does the district realize to its full potential the following sources of income: 
Cafeteria sales? 
Federal subventions? 
State subventions? 
Donations? 

Transfers from the General Fund? 
Does the district limit expenditures from its Cafeteria Fund or Account to the following: 
Fixed charges, such as insurance and retirement funds? 
Salaries? 
Food? 

Operating supplies? 
Operating expenses? 
Repairs of equipment? 
Replacement of equipment? 

Supplementary food service (other than regular meals)? 

Capital outlay for which General Fund income has been transferred by board 
resolution? 

Does the ending balance of the fund or account include such items as the following: 
Cash in county treasury or bank? 
Cash collections awaiting deposit? 
Accounts receivable? 
Stores? 

Prepaid expense? 
Cunent liabilities (deduction)? 
Accumulative equipment replacement (deduction)? 
Does the district maintain an accounting system for its cafeteria operation with adequate 
budgetary controls for both revenues and expenditures? 

Child Development Fund 

// the district maintains child development centers, the following questions are 
pertinent. 

Has a Child Development Fund been legally established in the county treasury? 
Is this fund used as the sole depository for all funds received for children's centers? 
Does the district take full advantage of all sources of revenue open to it, such as the 

following: 

Parents* fees? 

State apportionments, such as "means test'"? 
District tax? 
Federal funds? 

Transfers from the General Fund? 
Does the district maintain adequate budgetary procedures? (See Form J4]) 
Does the district have an accounting system for child development centers that provides 

adequate control of all revenues and expenditures? 
Are these controls incorporated in reports to the administrator and the board? 
Are child hours per year controlled adequately? 

Community Pirticipction 

Does the district have a planned approach to the need for creating and maintaining in the 

conununity a *'we** attitude toward the schools? 
Are the pupils recognized by the board and administrator as the prime avenue through 

which conununity sympathy and support can be secured for the public schools? 
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Does the district make an cnrganized effort to utilize the individual members of the sUff 

(administrative, instructional, and others) as ambassadors for the creation of 

community understanding of school issues? 
Docs the district give its employees material that can be used to inform the community 

regarding such budgetary matters as the following: 

An analysis of the local tax structure and assessed valuation? 

An explanation of all sources of revenue (local, state, and federal)? 

An analysis of proposed budgeted expenditures? 

A comparison of proposed expenditures with expenditures for previous years? 
A comparison of proposed expenditures with those of comparable districts? 
An explanation of special programs? 
An analysis of costs? 

Does the district make individual assignments to staff members in creating proper 

community support along such lines as the following: 

Providing information to regular groups? 

Consulting with special groups? 

Participating in budget hearings? 

Assisting in the preparation of information? 
Does the governing board of the district, collectively as a board and as individuals, accept 

as one of its major areas of responsibility the interpretation of the program and 

activities of the schools to their community? 
Does the district administrator take full advantage of such news media as the following in 

securing and maintaining harmony between the community and its schools: 

Newspapers? 

Radio? 

Television? 

School bulletins? 

Docs the district utilize existing community groups, such as those that follow, as agencies 
through which the schools can be interpreted to the general public: 
ThePTA? 
Service clubs? 
Fraternal organizations? 
Chamber of commerce? 
Taxpayers* association? 
Labor organizations? 

American Association of University Women? 

League of Women Voters? 
Docs the district make use of special groups to assist in the following: 

Planning, programming, and budgeting the financial program? 

Planning the expansion of school facilities? 

Financing the program of construction? 
In the use of special groups, such as a lay committee, does the district proceed under such 

principles as the following? 

The committee is given a single, specific job that is carefully defined? 

The committee members are appointed for a definite period of time with the exphcit 

statement that their terms of service will end when the terms are completed? 
The committee members are made fully cognizant of their duties? 
The committee members are made fully cognizant of the manner in which they are to 

work? 

The outcomes of the committee's work are stated in the form of a written report and 
presented to the goveming board? 
Docs the district endeavor to meet its responsibility to understand the community it 
serves? 
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